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El Organization
A paragraph is a group of related statements that a writer develops about a
subject. The first sentence states the specific point, or idea, of the topic. The rest
of the sentences in the paragraph support that point, or idea.

An essay is a piece of writing that has more than one paragraph. It is divided
into three parts: a beginning, a middle, and an end. The beginning is called the
introduction, the middle is called the body, and the end is called the conclusion.
The introduction and the conclusion are usually one paragraph each. The body
may have from one to an unlimited number of paragraphs.

Each paragraph is a separate unit that is marked by indenting the first word
from the left-hand margin or, as shown in the essay about Mother Teresa, by
leaving extra space above and below the paragraph.

For example, the essay about Mother Teresa has six paragraphs. The first
paragraph is the introduction. It names the topic of the essay, Mother Teresa. It
describes Mother Teresa's present life and her work at the order with the other
nuns. The last paragraph is the conclusion. It brings the essay to a close and ends
with the writer's final thoughts to give the reader something to think about. The
second through fourth paragraphs in the middle are the body, which develops
the main points of the essay.

Each body paragraph discusses a different feature of the subject.
• Paragraph 2 (the first body paragraph) tells about Mother Teresa's early

life at home with her family.
• Paragraph 3 (the second body paragraph) tells about her decision to

become a nun and her positions as teacher and principal.
• Paragraph 4 (the third body paragraph) describes her life and work with

the poor and sick people in Calcutta, India.
• Paragraph 5 (the fourth body paragraph) explains people's admiration

for Mother Teresa and the awards she has received.

Here are some important instructions to follow when you handwrite or type
essay assignments for this course. Your instructor may add other instructions.

Handwritten Paragraph

1. Use 8y2-inch by 11-inch lined, three-hole binder paper. The three holes
should be on your left side as you write. Write on one side of the paper only.

2. Write your name in the top right corner.

3. Center the title on the top line.

4. Leave one blank line, and start your paragraph on the third line.

5. Indent one inch from the left margin to begin the paragraph.



Writing About People

6. Leave the left and right margins blank. Do not write in the margins.

7. Leave a blank line between each line of writing.

8. Leave the bottom line blank.

Typed Paragraph

1. Use S^-inch by 11-inch white paper. Type on one side of the paper only.

2. Type your name in the top right corner.

3. Center the title about P/2 inches from the top edge of the paper.

4. Leave four blank lines between the title and the first line of your paragraph.

5. Indent five spaces to begin the paragraph.

6. Leave one-inch margins on both sides and the bottom of the paper. Do
not type in the margins.

7. Double space. (Leave one blank line between each line of typing.)

Title Rules A title is used to attract attention and generally tells the reader what to expect. It is
usually a phrase, not a sentence.

Although a one-paragraph composition does not require a title, you should
use one for each writing assignment. A title will help you keep your mind on the
topic as you write.

RULES EXAMPLES

1. Capitalize the first, last, and Choosing a Vacation Spot
important words in a title.

2. Do not capitalize short pre- How to Fight Stress
positions such as on, to, in, and Winning the Lottery
for; short conjunctions such as
and, or, and so; and the articles
a, an, and the.

EXCEPTION: Capitalize a short word if The Problems of Single Parenting
it is the first word in a title. The Advantages of Public

Transportation
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M O D E L

Typed
Paragraph Format

Muhammad Kureshi

I'/i" margin

Center title

I" margin

A Troubled Leader

Leave 4 blank lines

I" margin

Indent S spaces Benazir Bhutto is the first woman ever to serve as prime minister Double space

in Pakistan, an Islamic nation. She was prime minister from 1988 until

1990 and has been prime minister again from 1993 to the present

time. Prime Minister Bhutto was born in Karachi on June 21, 1953.

She received her higher education at Harvard University in the United

States and at Oxford University in England. Then she returned to

Pakistan in 1977. Her father, Zulfikar Ali Bhutto, was president and

prime minister. However, he was forcefully removed from power by

General Zia and sent to prison, where he was executed in 1979.

Immediately afterward, Benazir Bhutto was placed under house arrest

She remained there for nine years. In 1987, she married a wealthy man

in a marriage arranged by her family and is now the mother of three

children. After General Zia's death in 1988, Bhutto led the Pakistan

People's Party (PPP) to victory and became prime minister. Then in

August 1990, Pakistan's President Khan charged Bhutto's government

with corruption, and she was removed from office. Soon after, she

won a seat in parliament, and in 1993, Bhutto was reelected prime

minister. Recently, Bhutto and her government were again charged

with corruption. President Leghari dismissed her from office. At this

time, her future role in Pakistani politics is unclear.

I" margin
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PART El Grammar and Mechanics
Capitalization In English there are many rules for using capital letters. You probably know many

of them already. To test your knowledge, look at the essay about Mother Teresa
on pages 4-5 again, and write the words with capital letters on the lines that
follow. Add the rules (if you know them) to the right of the words.

1.

2.

3.

4.
(Continue on a separate sheet of paper.)

You may not have been able to give all the rules, but aren't you surprised at
how many you already know?

Capitalization Here are some important rules for capitalization.
Rules

RULES EXAMPLES

Capitalize:

1. The first word of a sentence.

2. The pronoun I.

3. Abbreviations and acronyms,
which are words formed from
the first letters of the words in
the names of organizations.

4. All proper nouns. Proper nouns
include

a. Names of deities.

b. Names of people and their
titles.

BUT NOT a title without a name.

Mother Teresa is admired for her work
all over the world.

The nuns and I try to care for poor,
sick people throughout the world.

FBI
USA
UN
UNICEF

IBM
YMCA
DDT

AIDS
WHO

God Allah Shiva

jane P. Doe, Ph.D.
Diana, Princess of Wales
Dr.jonas Salk
Professor Henry Higgins
Mr. and Mrs. John 0. Smith

the general, the prime minister, the math
professor, the prince, the king
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c. Names of specific places you
could find on a map.

d. Names of days, months, and
special days.

BUT NOT the names of the seasons.

e. Names of specific groups of
people (nationalities, races,
and ethnic groups), languages,
and religions.

f. Names of geographic areas.

Lake Victoria
Telegraph Avenue
Trafalgar Square

Independence Day
Ramadan

Gary, Indiana
Mediterranean Sea
North Pole
First Street

Monday
January

Asian
Caucasian
American
Jehovah's Witness

Russian
Moslem
English
Arabic

the Middle East the Southwest
the North
Jane's home is in the South, but Tom
comes from the East Coast.

BUT NOT the names of compass Drive east for two blocks, and then
directions, turn south.

g. Names of school subjects with Business Administration 17B
course numbers. German 101 Chemistry IOA

BUT NOT names of classes without
numbers, except languages.

h. Names of specific structures
such as buildings and bridges.

i. Names of specific organizations
(businesses, clubs, schools).

j. Titles of compositions, stories,
books, magazines, newspapers,
plays, poems, and movies.

NOTE: Underline or italicize the titles
of books, magazines, newspapers,
plays, and movies.

computer science, business
administration, economics, German
conversation, English composition

Golden Gate Bridge
Park Plaza Hotel
the White House
Kensington Palace

Sears, Roebuck & Co.
Sumitomo Bank
International Students' Club
University of California
St. Mary's High School
American Heart Association

Introducing Myself
Introduction to Academic Writing
AM Quiet on the Western Front
Star Wars
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A. Change small letters to capital letters wherever it is necessary in the
Capitalization following sentences. -
P R A C T I C E :

^ ^ \ i ^ f H
1. /farnaz is a student from/ran, jfhe speaks english, zrench, and/arsi. JAer major

is chemistry.

2. three important winter holidays in the united states are Christmas,
hanukkah, and new year's day.

3. president John f. kennedy was born on may 29, 1917, and was
assassinated' on november 22, 1963.

4. greenhills college is located in boston, massachusetts.

5. i am taking four classes this semester: english 40, sociology 32, typing, and a
computer science course.

6. thanksgiving is always on the fourth thursday in november.

7. excuse me! can you please tell me where the golden gate bridge is?

8. there are three main religions in japan: buddhism, shintoism, and
Christianity.

9. i work during the months of June, July, and august.

10. i read a good book last weekend called the old man and the sea by
ernest hemingway.

B. Change small letters to capital letters wherever it is necessary in the
following essay.

A Dedicated2 Scientist
ff/ ^ ^/achel / parson was a famous ^merican writer and marine

biologist, she was born on may 27, 1907, on a farm in Pennsylvania.
as a child, rachel loved to take walks with her mother in the woods
and fields, they enjoyed identifying and listening to birds and small
animals, rachel also had other interests, she loved to read and write.
nature was her favorite subject, as a preteen, she wrote stories, and
some appeared in a magazine.

ms. carson was an excellent student in high school, after she
graduated, she entered Pennsylvania college for women in Pittsburgh to
major in english. however, she changed her major to science and
graduated with highest honors in may 1929. she then studied at Johns
hopkins university in maryland and received a master's degree in
marine zoology.3 after her education, she worked for the u.s. bureau of

'assassinated: murdered; Dedicated: devoted to some work; 'marine zoology: the
scientific study of sea animals
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fisheries, at first, she was hired as a writer on marine life. later, she
received an appointment as a biologist, and she continued to write.

in 1951, rachel carson wrote the sea around us. it was about the
formation of the sea and the life in It. soon after, she published several
more books about the sea. in 1962, silent spring was published, it was
about the irresponsible4 use of pesticides.8 according to ms. carson,
pesticides were destroying the environment by poisoning the soil and
seas. she wrote that people and animals were becoming sick, too. the
book became a best-seller and was published in many languages, it
resulted in the worldwide ban6 on the use of DDT.

on aprll 14, 1964, rachel carson died of cancer, she cared about
the environment and wanted to preserve the earth, oceans, and all
living things, she was a very concerned scientist and writer and a
remarkable human being.

C. With a partner, take turns reading a sentence from the essay about Rachel
Carson. Give the capitalization rule for each capital letter in the sentence.

sUflCtUttttOtt Punctuation is necessary to make sentence meaning clear. The meanings of the
following two sentences are different:

Stop Bill!
Stop, Bill!

The first sentence tells someone to stop Bill. The second sentence tells Bill to stop.

''irresponsible: not caring about the effects; 'pesticide: chemical substance used to kill
small animals or insects; "ban: an order forbidding something
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Etld-0 f-Sentence There are three punctuation marks that you can use at the end of a sentence: the
Punctuation period, the question mark, and the exclamation mark.
Rules

RULES EXAMPLES

I* Put a period (full stop) at the My name is Jennifer Wong.
end of a statement. I don't like to give interviews.

2. Put a question mark at the end What is your namel
of a question. Do you speak Englishi

3. Put an exclamation mark at the It sure is hot todayl
end of a sentence to show I'm crazy about soccer!
strong feeling.

CAUTION: Do not overuse exclamation marks. To understand why you
should not, compare these two paragraphs:

The telephone rang at midnightl I ran to answer it! I didn't hear a voice! I
said, "Hello! Hellol" There was no answeri I was frightenedl

The telephone rang at midnight. I ran to answer it. I didn't hear a voice. I
said, "Hello? Hello?" There was no answer. I was frightened!

The first paragraph has too many exclamation marks. The second
paragraph, with only one exclamation mark at the end of the last sentence
to show strong feeling, is more effective.

W R I T I N G
P R A C T I C E : About Yourself

Write a paragraph about yourself. Use the answers to the following questions as
a basis for your writing. Add any additional information you wish, for example,
information about your job or hobbies.

• Be careful to end each sentence with a period.
• Practice the rules for capitalization.

1. What is your full name? (first, middle, family name)

2. Where are you from? (city and country)

3. What languages do you speak?

4. What important holidays do you have in your country?

5. What is the name of your school or college?

6. What are your favorite school subjects?

• With a partner, edit and revise your paragraph. Check your own and your partner's
paragraph especially for correct format, punctuation, and capitalization.
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§PART
Sentence Structure

Simple
Sentences/
Parts of a
Sentence

A sentence is a group of words that contains at least one subject and one verb. A
sentence expresses a complete thought.

There are four kinds of sentences in English: simple sentences, compound
sentences, complex sentences, and compound-complex sentences. First, we will
learn about simple sentences.

A simple sentence has one subject and one verb. The subject tells who or
what did something. The verb tells the action (or condition).

These are simple sentences:

Subject

My head
My head and neck
It
The students

Verb

study.
study and work.
hurts.
hurt.
is raining.
are reading.

(Notice that the subject in a simple sentence may be compound: My head and
necfchurt. Also, the verb in a simple sentence maybe compound: I study and work.)

NOTE: "Save your money" is also a complete sentence. The subject "you" is
understood and not included.

A sentence may also have a complement (but it does not have to have one).
The complement completes the meaning of the verb or adds more information
to the sentence. There are many types of complements. A complement in a
simple sentence may be a noun, pronoun, adjective, or adverb.

Subject Verb Complement

I study English, (noun)
I don't understand you. (pronoun)
His girlfriend is smart, (adjective)
It isn't raining now. (adverb)

A complement may also be a noun phrase, a verb phrase, or a prepositional phrase.

My father owns
My girlfriend wants
The students are reading

his own business, (noun phrase)
to get married, (verb phrase)
in the library, (prepositional phrase)

A complement may also be a combination.

I study English at Greenhills College, (noun +
prepositional phrase)
to get married soon. (verb phrase + adverb)She wants



You already know that subjects and verbs must agree in number.

My sister is married, (singular)
My sisters are married, (plural)
My brother and my sister are single, (plural)

Sometimes students make mistakes in subject-verb agreement when the
subject has a prepositional phrase following it. For this reason, you should learn
to recognize prepositional phrases.

A prepositional phrase is a group of words that begins with a preposition
and ends with a pronoun, noun, or noun phrase.

Prepositional phrases express time, place, possession, and some other things. A
prepositional phrase usually tells where, when, how, why, or whose.

from Mexico City
on January I
to my best friend
by bus
after her

in the morning
of my sisters
around the room
because of the weather
at himself

A prepositional phrase may come after the subject of a sentence, but it is not
part of the subject. Therefore, you should ignore* it most of the time when you are
trying to decide which verb form to use.

One (of my sisters) is also a singer.

(The subject is one, which is singular.)
Here are some other examples:

Singular subjects
One (of my brothers) is a musician.
Neither (of my parents) is living.
Much (of my time) is spent in the library.
Each (of my brothers) wants his own car.
Either (of my sisters) is able to baby-sit for you tonight.

Plural subjects
Both (of my parents) are teachers.
Several (of the teachers) speak my language.

Unfortunately, telling a singular subject from a plural subject isn't always
easy. A few words can be either singular or plural. In these cases, you must refer
to the noun in the prepositional phrase.

Some (of the money) was missing, (singular)
Some (of the students) were missing, (plural)

All (of my time) is spent in the library, (singular)
All (of my brothers) are singers, (plural)

ignore: pay no attention to
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Most (of the ice) was melted, (singular)
Most (of the ice cubes) were melted, (plural)

A lot (of the work) was too easy. (singular)
A lot (of the people) were angry, (plural)

None (of the fruit) is fresh, (singular)
None (of the apples) are fresh, (plural)

Underline the subjects, verbs, and complements in the following sentences and
write S,y or C above them. Also put parentheses ( ) around prepositional phrases.

s •/ C.
1. My name is Roberto Sanchez.

2. J was born /on September 21,1978) nn the city (of San Juan, Puerto Rico)

3. I am a student at Greenhills College in Boston, Massachusetts.

4. Some of my classes are difficult.

5. Some of the homework is boring.

6. None of my classmates speak Spanish.

7. A lot of my classes are in Dante Hall.

8. A lot of my time is spent in the student lounge.

9. My father works in an office.

10. None of us are married.

11. My youngest brother and sister are still in high school.

12. My father understands English but doesn't speak it.

13. In my country most of the people are Catholic.

14. Neither of my parents has been to the United States.

Complete the essay with the correct verb forms. Put parentheses ( ) around
prepositional phrases.

Christopher Reeve

A Courageous Man

-1s___ a famous Hollywood actor. He
.be

played the role of Superman in several movies. Some of his other

movies _______ Deathtrap, The Bostonlans, and The Remains of
2. include

the Day.
(continued on the next page)



Reeve was also an experienced horseback rider. However, on May

87, 1996, while he was performing in a riding competition, his horse

stopped suddenly. He was thrown off and hit his head on the ground.

Tragically, he suffered serious injuries and _______ now
3. be

paralyzed.' Reeve _______ unable to use his arms and legs. He
4. be

_______ around in a motorized wheelchair. He cannot breathe
5. get

without the aid of a respirator.8 He also _______ a neck
6. wear

support. At first, he could not eat solid food, but now he can.

Reeve _______ a strong support system. His loving family and
7. have

friends - __— there for him. During his hospital stay, his wife,
8. be

Dana, visited him and often brought along their young son, Will. One of

his Hollywood friends _______ comedian Robin Williams. WUUams's
9. be

funny jokes _______ him _______ and _______ his
10. make I 1 . laugh 12. lift

spirits. A lot of Americans and people around the world have sent him

cards, letters, and telegrams of encouragement and best wishes.

Reeve _______ truly grateful to everyone. He _______
13. be 14, be

thankful for the excellent medical care he received from the medical

staff at the hospital. His doctor _______ him a courageous man
15. call

and a wonderful patient. He was released from the hospital in December

1995. Then on March 25, 1996, Reeve made a surprise appearance at

the Academy Award ceremonies in Hollywood and made a speech.

Reeve _______ a strong will to live as normal a life as
16.have

possible. Pictures of his smiling, handsome face _______ his
17. show

positive attitude. All of Reeve's friends and supporters ________
18.hope

and ________ for his recovery.
19. pray

'paralyzed: lost the ability to move; respirator: device to help a person to breathe
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W R I T I N G
P R A C T I C E : About Your Family

Write a composition of three paragraphs about your family. Write one paragraph
about your father, one paragraph about your mother, and one paragraph about
your siblings.3

• In your first paragraph, write about your father. You might begin the first
paragraph with a general sentence like these:

My father is the head of our family.or ' , , . . . '
My father is a very interesting person.

Use these questions to help you write about him. (You do not have to answer
every question. They are intended only to give you ideas to write about.) Add
other information if you wish.

1. What is your father's name?

2. Where was he born?

3. How old is he?

4. What is his occupation?

5. What is his role in the family?

6. How does he spend his leisure time?

7. What do you think of your father?

• In your second paragraph, write about your mother. Answer the same
questions to write about her.

• In your third paragraph, write about your siblings.
1. How many brothers do you have? How many sisters?

2. Are they younger or older than you?

3. How old are they?
t

4. Are they students, or are they out of school? Explain.

5. What is your relationship with them?

6. How are they different from each other?

• Use sentence structures with prepositional phrases such as one of my
brothers is and all of my sisters are.

• With a partner, edit and revise your paragraph. Check your own and your
partner's paragraphs especially for correct format, punctuation, and
capitalization.

'sibling: brother or sister
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PART B l̂

EJ The Writing Process

On Your
Own!

Now let's complete the writing process you began at the beginning of the unit.
Write a composition of one or more paragraphs about the person whom you
admire. Follow these steps to write a good composition.

STEP I: At the beginning of the unit, you made notes from the list of questions on page 2.
Prewrite to Get Ideas You also made notes as your classmate(s) asked you questions and commented

on the person you admired.

STEP 2: Make a list of the ideas in the order that you will write about them. You will use
Organize the Ideas this list to guide you as you write.

STEP 3: Write ROUGH DRAFT at the top of your paper.
Write the Rough Draft

• Begin your composition with a sentence that names the person
you admire.

Benito Juarez was a great Mexican leader.

Everyone in my hometown looks up to my grandfather.

Madonna is a singer who has the courage to be different.

• Then use your notes to write a rough draft of a composition about the
person you admire. Use specific examples of admirable behavior or
accomplishments. If you need more information about a well-known
person, go to the library reference section.

• End your composition with a sentence that tells why this person
is admirable.

Benito Juarez is a great hero in my country because he was for the people.

My grandfather is respected because he has spent all his life helping others.

Madonna is my personal heroine because she does not worry about what
other people think.
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Here is a rough draft of a student composition titled "My Brother Ryan." Notice that
it contains many errors.

My Brother Ryan

I admire my brother Ryan a lot. He's twenty-two years old and goes to

Creighton University in New York. I'm four years younger. He was good athletic

in school. When we were kids we had a lots of fun together. He was on the

community swim team. He swims fast. He often win the first place. Ryan played

soccer on the city team. He was ten years old. He was the best team player.

His team lost the championship by one point. I was sad, but he said that other

team was better. He was good athletic. He encourage me to join swim team

too. I could swim fast, but I didn't win many first-place ribbon. Mostly second

or third place. But he alway rooted" for me. In high school, he loved to play

basketball. His team played many high school team and won. I wanted to play

basketball too. He practised shooting baskets with me a lot. My brother told

me to play sports because they teach you many good things. For example,

team sports teach you good sportsmanship.2 You have to cooperate with your

team if you want to win. If your team loses, you must not get angry. You just

have to remember to play the best you can. I really admire my brother Ryan a

lot because he is good athletic, he is wise, and he is my good friend.^

First, use the Editing Checklist on the next page and edit your paragraph by
answering the Writer's Questions. Then ask a classmate, the peer editor, to read
your paragraph and complete the Peer Editor's Answers and Comments section
of the checklist. The peer editor should suggest ways to improve your
composition.

'rooted: applauded, cheered, encouraged; Sportsmanship: good behavior, fairness
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EDITING CHECKLIST

Writer's Questions Peer Editor's Answers and Comments

FORMAT

1. Does the composition have a title? yes no

2. Is each paragraph indented? yes no

3. Are there margins on both sides? yes no

4. Is the composition double-spaced? yes no

ORGANIZATION

5. Does the composition have more How many paragraphs are there? What is the topic of each
than one paragraph?

6. If the composition has more than
one paragraph, are the
paragraphs divided logically ?

paragraph?

GRAMMAR AND MECHANICS

7. Is there a period at the end of
each sentence?

8. Are capital letters used where
necessary?

Check each sentence. Does each one end with a period?
yes no Add any missing periods.

Write down any words that should be capitalized and are not.

SENTENCE STRUCTURE

9. Does each sentence have a
subject and a verb and express a
complete thought?

10. Does each verb agree with its
subject?

Check each sentence. Underline any sentences that you
have doubts about.

Write down any subjects and verbs that do not agree.

11. Did you use prepositional phrases? Write down any prepositional phrases used in the composition.



Writing About People

M 0 DEL:
Edited and
Revised Draft

Here is the composition "My Brother Ryan" after the student writer self-
edited the rough draft on page 21:

My Brother Ryan

I admire my brother Ryan a lot. He's twenty-two years old and goes to
Q_ o+Vile.+e.

Creighton University in New York. I'm four years younger. He was good athletic

in school.Wher tds- lots of fun together. He was on the
1.1. ̂  M90Sevan) w.n ^—-S-——

community swim team. He swims fast. He often wm the first place. Kyannlaved
a"d

soccer on the city team. He was ten years o\d.ft4 was the best team player.
ihe.

His team lost the championship by one point. I was sad, but ho said that-other
______________________A

team was better. He was good athletic. He encourage me to join"swim team,
I A

1 wort
too. I could swim fast, but I didn't win many first-place ribbon. Mostly second

or third place. But he alwayi rooted for me.|ln high school, he loved to play

basketball. His team played many high cchool tearrLand won. I wanted to play

basketbalLtoo. He practised shooting baskets with me a lot. My brother told

me to play sports because they teach you many good things. For example,

team sports teach you good sportsmanship. You have to cooperate with your

team if you want to win. If your team loses, you must not get angry. You just
/Oo^up+to

have to remember to play the best you can. I really a^m-a. my brother Ryan a
, , .^a.oL ,a^,)<te, . . ,, .tt»9o ... ,
lot because m is good achlotiCi he is wise, and he is my good friend.

A

STEP S:
Write the Second
Draft

STEP 6:
Write the Final Draft

Write SECOND DRAFT at the top of your paper. Write the second draft of your
composition to hand in to your instructor.

After your instructor returns your composition with his/her comments and
corrections, write a neat final copy to hand in for final evaluation. Write FINAL
DRAFT at the top of your paper.

A D D I T I O N A L
W R I T I N G

1. Write a composition about a neighbor or teacher whom you disliked.

Ms. Humbug, my neighbor, is mean to young people.

My sixth-grade teacher, Mr. Lemon, was the most hated teacher in our school.

2. Write a composition about one of your classmates. First, interview him or
her to find out some facts about his/her background, family, hobbies,
interests, job, or plans for the future. Avoid asking questions about age,
religion, money, or other personal topics.
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Narration

-in this unit, you will concentrate on writing narration, a kind of writing in
which you report events. In the first part of the unit, you will write about an event
or experience that happened to you in the past. In the second part, you will write
about the traditional events of a wedding.

Freewriting is a way first to get and then to develop ideas. When you freewrite, you
write "freely"—without stopping—on a topic for a specific amount of time. You
just write down sentences as you think of them without worrying about whether
your sentences are correct or not. You also don't have to punctuate sentences or
capitalize words. You can even write incomplete sentences or phrases. The main
goal in freewriting is to keep your pencil moving across the paper.

Look at this example of freewriting on the topic "A Memorable Event in
My Life."

A Memorable Event in My Life

I'm supposed to freewrite for ten minutes about a memorable event in my

life. I don't know what to write about. Maybe about my brother's boat accident.

We were so scared. We thought he was going to drown. He was trapped under

an overturned boat and didn't have any air to breathe. &ut it ended all right.

He was rescued and only had a broken arm. What else can 1 write about? Oh! I

know. A day I will always remember was the day I left my country to come to

the United States. That was a sad/happy day. I felt sad and happy at the

same time. Maybe I should write about something happy, Our family vacation

last summer was fun. We drove to the coast and camped for a week on the

beach. Then there was the day the earthquake happened. Now that was

definitely a memorable event. I will never forget it. I was at home with my older

sister and little brother...,

This writer freewrote until he found a good topic: the earthquake. If he had
wanted to, he could have done further freewriting about his earthquake
experience to develop this topic.

Now you try it. Freewrite about a memorable event or experience in your life.
This might be a happy day, a sad event, an embarrassing moment, an interesting
trip, or a frightening experience. Write for about ten minutes without stopping.
If you find a topic during your freewriting, continue freewriting on that topic. If
you already have a topic in mind before you start, freewrite on that topic for ten
minutes to develop your ideas about it.

Save your freewriting. You will use it later to write a paragraph.
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M O D E L E S S A Y : As you read the model essay, look for words and phrases that show time on
Narration

Earthquake!

October 17, 1989, was a day that I will never forget. It was the day I

experienced my first earthquake. I had just gotten home from school and was

lying on the living room sofa watching the news on TV. My little brother was in

his room playing, and my older sister was in the kitchen preparing our dinner.

Our parents were still at work.

At exactly 5:04 P.M., the earthquake struck. Our apartment started shaking

violently as if it were a small wooden boat being tossed by giant waves in the

ocean. At first, none of us realized what was happening. Then my sister yelled,

"Earthquake! Get under something!" I was too stunned' to move, but the

shaking was so strong that I soon fell off the sofa onto the floor. I half rolled,

half crawled across the floor to the dining table and got under it. My sister was

sitting on the floor in the kitchen, holding her arms over her head to protect it

from falling dishes. She yelled at my little brother to get under his desk, but he

wanted to be near us. He tried to get out of his room, but he kept falling down.

The earthquake lasted less than a minute, but it seemed like a year to us.

10

is
At last, the shaking stopped. For a minute or two, we were too scared to

move. Then my sister and I cautiously got up and went to help our little

brother, who was crying. As soon as he saw us, he began to calm down. There

was no electricity, so I looked for my transistor radio and turned it on.

Unfortunately, it didn't work because the batteries were too old. Next, we

checked the apartment for damage, but we didn't find any We felt very lucky, for

nothing was broken and no one was hurt. After a while, we started worrying

about our parents. I tried to call them at work, but the phone lines were busy

20

Two hours later, our parents finally arrived home. They were unhurt, but

they had had to walk home because the electric streetcars were not working.

We were so happy to see them!

25

Our first earthquake was an experience that none of us will ever forget,

but it taught us a lesson, too. Now we keep emergency supplies such as fresh

batteries for my radio available, and we have an emergency plan for

communication with one another.30

'stunned: very surprised, shocked
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QUESTIONS ON THE MODEL

1. How many time divisions are in the model essay? What are they?

2. How many paragraphs are in the model essay? What time words or phrases
begin each paragraph? Circle them.

PART B Organization
Narration:
Time Order

Time Order
Words and
Phrases

Narration is story writing. When you write a narrative paragraph or essay, you
write about events in the order that they happened. In other words, you use time
order to organize your sentences.

In the model essay, the writer used time order to divide the essay into
paragraphs. First, he wrote about what he and his family were doing just before
the earthquake. Then he wrote about what happened during the earthquake.
Next, he wrote about what they did immediately after the earthquake. In the
fourth paragraph, he wrote about his parents' arrival home two hours later.

An outline of the essay would look like this:

I. Introduction: Before the earthquake

n. Body
A. During the earthquake
B. After the earthquake
C. Two hours after the earthquake

in. Conclusion
. '•»>

Notice the kinds of words and phrases used to show time order. These are
called time order words or phrases because they show the order in which
events happen.

Words Phrases

first (second, etc.) at first
then at exactly 5:04 P.M.
next after a while
finally after that
afterward in the morning
meanwhile in the meantime
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P R A C T I C E :

Time Order

Time order words and phrases are usually followed by a comma if they come
at the beginning of a sentence. Then and now are usually not followed by a comma.

A. Turn back to the model on page 26. Draw a circle around all of the time order
words and phrases you find, and add any new ones to the list on page 27.

B. Complete the paragraphs with time order words and phrases from the lists
provided and punctuate them correctly. Use each word or phrase once.

I • Use these words: now, first, finally, then, next.

How to Make Scrambled Eggs
Scrambled eggs are a quick and easy light meal. You need two

fresh eggs, milk, butter, salt, and pepper. You also need a mixing

bowl, a tablespoon, a fork, and a frying pan. First-' break the
a.

eggs into the bowl, and add about three tablespoons of milk and the

salt and pepper. ______ beat the mixture with a fork until it Is

well mixed.. -melt a small piece of butter in the frying pan

over low heat. Pour the egg mixture into the pan, and let it heat

through. -turn up the heat slightly, and as the eggs cook,
d.

push them around gently with the fork. When the scrambled eggs are

done to perfection, they should be light and fluffy. ______ enjoy
e.

your delicious, healthful meal.

2. Use these words and phrases: on the day of the party, during the party, before
the party, at the beginning of the party, first, after that, then (use twice), next,
finally, later.

Fifteen Years

A girl's fifteenth birthday is a very special occasion in many

Latin American countries and requires a lot of planning.

the parents make many preparations. they buy a special

dress and order a bouquet of flowers for their daughter. They also plan

a large meal for the guests and hire an orchestra.

decorate a big room where the party will be held.

they
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______ there are many special traditions. ______ the
d. e.

father and daughter enter the big salon accompanied by special music.

______ the father makes a speech, and she gets some presents.

______ everyone drinks champagne. ______ the father and
& h.

daughter dance a waltz, and the daughter and every boy dance one

dance together. ______ all of the guests make a line to

congratulate her. ______ all of the boys stand in a group because
j-

she will throw the bouquet, and the boy who catches it dances with

her. ______ everyone dances to different kinds of music until six
k.

o'clock in the morning.

C. The following sets of sentences are not in correct time order. Number the
sentences in the correct order.

1. __ She put the clean dishes away.

2 She removed the dirty dishes from the table.

__ She turned on the dishwasher.

__ She put them in the dishwasher.

__ She piled them in the sink and rinsed them.

^ It was Sarah's turn to wash the dishes last night.

__ Finally, the dishes were clean.

2. __ He filled it out and left.

__ He went to the bookshelf, but the book wasn't there.

__ Tom went to the library to get a book.

__ He went to the computer catalog.

__ The librarian told him to fill out a form.

__ He told the librarian he wanted to reserve that book.

__ He wrote down the title and call number of the book.
(continued on the next page)
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3. __ Our vacation in Florida last month was a real disaster.

On the way to the airport, our taxi broke down.

We got a new hotel room after arguing with the manager.

When we arrived back home, we found that water had flooded our
house because of a broken pipe.

. All in all, we should have stayed at home.

. We had to wait several hours for the next flight.

. When we arrived at our hotel in Miami, our reservations had been
canceled because we were late.

It rained the entire week, so we couldn't go to the beach at all.

. We missed our plane to Miami.

. The second day we were in Miami, someone broke into our hotel
room and stole all of our clothes. •

W R I T I N G
P R A C T I C E : Time Order Paragraph

Write the sentences from the preceding exercise as single paragraphs. Try to
make your paragraphs flow smoothly by using these three techniques: (1) Add
time order words or phrases at the beginning of some of the sentences. (2)
Combine some of the sentences to form simple sentences with compound verbs.
(3) Change nouns to pronouns where possible.

Example:
It was Sarah's turn to wash the dishes last night- First, she removed the dirty dishes

from the table. Next, she piled them in the sink and rinsed them. After that, she put them
in the dishwasher and turned it on. Finally, the dishes were clean, so she put them away.

PART
El Grammar and Mechanics

MODEL E S S A Y : As you read the model essay, notice the verb tenses.
Simple Present
Tense and Adverbs
of frequency A Traditional Hindu Wedding

In every culture, weddings are important events. The families of both the

bride and groom spend many months preparing for the big day. It is a joyous

occasion when families and friends of the bride and groom gather for the solemn
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marriage ceremony and stay to enjoy the festivities that follow it. In India,

traditional Hindu weddings are usually lavish' affairs with many special customs.

Several months before the wedding, the families of both the bride and

groom begin the preparations. The groom's family always buys jewelry for the

bride and gifts for the bride's family. They also buy the bride's wedding clothes,

which are traditionally red and gold in color. The groom gives her a necklace of

black beads called a mangal sutra, blessed thread. The bride never takes it off

while her husband is living. The bride's family always buys wedding clothes for

the groom, and they often provide a dowry.2

10

On the night before the ceremony, the bride's sisters traditionally paint

designs on the palms of her hands and on the soles3 of her feet. They use a

natural dye from the henna plant. At first, the dye is green, but when she

washes her hands and feet the next morning, the designs turn bright red.

;5

On the day of the ceremony, one of the groom's brothers goes to the

bride's home with gifts. These gifts seal the union of the two families. Then the

groom arrives at the bride's home with his family and his friends. He is dressed

in rich4 clothing, and he wears a special headdress5 and garlands' of flowers.

He usually arrives in a white car or on a white horse, but he sometimes rides

a white elephant to his wedding. Then the wedding ceremony takes place.

20

During the ceremony, the couple sits around a sacred fire under a special

canopy/A Hindu priest performs the ceremony by chanting special wedding

prayers. After that, the bride's dress is tied to the groom's scarf, and they walk

around the fire seven times. The groom makes seven promises: to make his

wife happy, to share his feelings with her, to share his possessions with her, to

be faithful, to respect her family, and to make her a part of his life. The seventh

promise is to keep the other six promises!

25

The party begins after the ceremony. Musicians provide entertainment,

and a feast of traditional Indian food is served. During the party, the bride,

groom, and their guests play some traditional games. The party seldom ends

before midnight.

30

'lavish: expensive, grand; Mowry: money or property brought by a bride to her husba
marriage; sole: bottom (of the foot); Mch: beautiful, expensive; Headdress: covering f
the head; "garland: long ropes; canopy: tent without walls



On the morning after the wedding, the bride leaves her family's house and

goes with her new husband to his family's house. It is both a happy and a sad

day. It is happy because two families are joining together and a young couple is

beginning a new life. It is also sad because the bride is leaving her parents to

become part of her husband's family.

SOURCE: Kalman, Bobbie. India: The People. New York: Crabtree Publishing Company, 1990.

QUESTIONS ON THE MODEL

I • How many paragraphs does the model essay have? How are they organized?
(What kind of order?)

2. What is the main topic of each paragraph? List them here:

3. What time order words or phrases are used to introduce time division? Circle
them, and add any new ones to the list on page 27.

The simple present tense is the verb tense used to state facts and describe
repeated activities.

In the model essay about a traditional Hindu wedding, the writer used the
simple present tense because she wrote about events that traditionally happen
again and again.

They also buy the bride's wedding clothes.

Remember to add -s when the subject is third-person singular he, she, or it.

The groom gives her a necklace of black beads.

Adverbs of frequency are words such as always, usually, sometimes, and
seldom. These words tell how often something happens.

Place an adverb of frequency
1. Before the main verb.

The bride never takes it.off.
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2. After the verb be and all helping verbs in positive sentences: am, are, is, was,
were, have, has, had, do, does, did, shall, should, can, could, will, would, may,
might, or must.

Traditional Hindu weddings are usually lavish affairs.

3. If the helping verb is negative—isn't, doesn't, won't, and so on—the word
order is as follows:

a. The adverbs sometimes, frequently, and occasionally come before a
negative helping verb.

He frequently doesn't do his homework.
He sometimes doesn't do his homework.

b. Usually, often, and generally can come before or after a negative
helping verb.

He often doesn't do his homework.or He doesn't often do his homework.

c. Sometimes may also come at the beginning of a sentence.

Sometimes he doesn't do his homework.

Here are some additional examples of the use of adverbs of frequency, showing
their meanings:

100 percent of the time: Weddings are always joyous occasions.

80 percent of the time: He usually arrives in a white car.

He generally arrives in a white car.

60 percent of the time: They often provide a dowry.

They frequently provide a dowry.

40 percent of the time: He sometimes arrives on a white elephant.

He occasionally arrives on a white elephant.

20 percent of the time: The party seldom ends before midnight.

10 percent of the time: Weddings are rarely held in the morning.

0 percent of the time: The bride never takes off the necklace of
black beads while her husband is living.

Because the last three adverbs of frequency in this list are negative in meaning,
begin your answer with the word "No" if you use one to answer a question.

seldom = not often Do you drink wine? No, I seldom
drink wine.

rarely = not usually Do you like to go to movies? No, I rarely
go to movies.

never = not ever Do you smoke? No, I never smoke.
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P R A C T I C E :
Simple Present
Tense and Adverbs
of Frequency

A. Complete the paragraph with an appropriate adverb of frequency and the
correct form of the verb. Choose an adverb of frequency from the list of
examples on page 33.

Example: Mr. Wright always works ^om 6:30 A.M. to 7:00 P.M. six days a week.
all of the time/work

Mr. and Mrs. Wright are a middle-aged couple. Mr. Wright owns a

corner grocery store. Mrs. Wright is a housewife. Mr. Wright works

hard every day, so at the end of the day, he ____________ very
. 60 percent of the time/be

to watch television in the evenings. Hetired. He ________
2. every evening/like

to go out at night, so Mrs. Wright
4. once in a while/complain

to go out to dinner or visit with
3. not at all/want

to him. She -
5. most of the time/like

friends. After all, she at home alone during the day,
6. most of the time/be

so In the evenings, she
7. not often/enjoy

family problem, and the Wrights
8. now and then/spend

arguing. Then they are both unhappy.

staying at home. This causes a

the evening
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B. Choose a classmate from a different country from your own and ask each
other questions about traditional weddings in your countries. Ask the
following questions and other questions of your own. Use the simple present
tense and different adverbs of frequency in your answers.

1. When do weddings often take place in your country?
Weddings often take place in the month of June in the United States.

2. Do weddings usually take place in the morning?

3. Do they ever take place at night?

4. Where do they usually take place? Do they ever take place anywhere else?

5. What color is the bride's dress? Is it always that color?

6. What else does the bride traditionally wear?

7. What does the groom wear?

8. Who sometimes cries at a wedding? Who rarely cries?

9. Is there a party after the wedding?

10. Where is the party usually held?

11. What happens at the party?

12. What kind of food and drinks are served?
"•«*

13. Are weddings expensive in your country?

14. Who pays for weddings in your country?

15. Do the couple often or seldom pay for their own wedding?

Commas are used within a sentence in the following ways:

RULES EXAMPLES

To separate words, phrases, or
clauses in a series (a group of
three or more).

NOTE: Do not use a comma if
there are only two items.

Everyone eats, drinks, dances, and has
a good time at a wedding.
The bride, groom, and their guests play
some traditional games.
They paint designs on the palms of her
hands and on the soles of her feet.

2. To separate the parts of dates The Smith family lives at 3237 Atlantic
and addresses, except before Avenue, Pittsburgh, Pennsylvania 66711.
ZIP codes. They moved there on January 1, 1990.

(continued on the next page)
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3. After most time order expressions. First, the older brother brings gifts.
Next, the groom arrives in a white car.
Then the priest marries them.
After that, they walk around the fire
seven times.
Finally, the groom makes seven promises.
After the ceremony, there is a
big party.

He is dressed in rich clothing, and he4. Before the coordinating con-
junction in a compound sen-
tence (that is, to separate the
first simple sentence from the
second simple sentence when
the two are joined together by
one of these words: and, but, so,
or, nor, for, yet).

wears a special headdress.
At first the dye is green, but it turns
red the next morning.
He usually arrives in a white car, or he
sometimes rides a white elephant.

NOTE: Never start a line with a Wrong: George left the party early
comma, period, question mark, or , and Sam went with him.
exclamation mark. Right: George left the party,

and Sam went with him.

P R A C T I C E :
Punctuation

A. Add commas, periods, question marks, and/or exclamation marks wherever
they are necessary in the following sentences.

1. Daisy Tomiko Keiko and Nina share an apartment near the school.

2. The address of their apartment is 3245 North Lafayette Street Chicago
Illinois 80867

3. Tomiko and Keiko are from Japan and Nina and Daisy are from Venezuela

4. Nina and Keiko have the same birthday Both of the girls were born on
June 3 1978

5. How old are they today

6. All of the girls like to cook but none of them like to wash the dishes afterward

7. That is typical

8. They have delicious meals Last night they ate Japanese tempura
Venezuelan arroz con polio Chinese vegetables and American ice cream

9. First Nina made the rice Then Keiko cooked the tempura After that Tomiko
prepared the vegetables

10. After dinner Daisy served the dessert

11. They could choose chocolate or vanilla ice cream or they could have vanilla
ice cream with chocolate sauce
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B. Answer the following questions with complete sentences.

1. Where were you born?

I was born in San Juan, Puerto Rico.___________________

2. When were you born? (Begin your answer with "I was born on ,..")

3. What is your address in this country?

4. What is today's date?

5. What are three of your favorite foods?

6. What do you usually do on weekends? (Name at least four activities.)

7. What elementary school did you attend, and where did (do) you go to
high school?

8. What are two or three goals in your life?

A Traditional Wedding

Use the answers to questions 1-12 from Part B of the Practice on page 35 and
write two paragraphs telling about a traditional wedding in a classmate's country.

• You might begin the first paragraph with a general sentence like this one:

Weddings in ____________ follow a traditional pattern.

In the first paragraph, write about the answers to questions 1 through 8. Add
other general information if you wish.

• You might begin the second paragraph with a sentence like this one:

There is always a big party after the ceremony.

In the second paragraph, write about the answers to questions 9 throughl2,
and add other information if you wish.

• Use time order in your paragraphs when it is appropriate.
(continued on the next page)



• Practice using adverbs of frequency and the comma rules from this chapter.
• With a partner, edit and revise your composition. Check your own and your

partner's composition especially for -5 on third-person singular present
tense verbs, for the correct position of adverbs of frequency, and for correct
comma usage.

M Sentence Structure
The model for this section is a folktale. A folktale is a traditional story that had
been passed down orally from one generation to the next until someone finally
wrote it down. Every culture is rich in folktales. This one is from France.

Monsieur Seguin's Goat
as retold by Sabrina Giner

A long time ago in the middle of the Alps lived an old man with his goat,

Blanchette. She was a wonderful white goat and was very kind to her master,

Monsieur Seguin.They had lived together for many years.

Blanchette was always fastened' to a tree. She was often sad, and sometimes

she didn't eat her food. Every day, she looked at the big mountains and dreamed

of being free to explore them. One day, she asked her master for more freedom.

She said, "You can tie me with a longer rope, or you can build a special enclosure

for me." First, he tied her with a longer rope, but Blanchette was still sad. A few

days later, he built a special enclosure. At first, Blanchette was very happy about

this decision, but soon the enclosure appeared very small in front of the big

mountains. One summer night, Blanchette decided to leave for the mountains, so

the next morning, she jumped out of the enclosure and ran away.

10

The fields seemed so vast2 to her. "I am free," she said. She ate many

varieties of plants, and she enjoyed meeting new friends. All day, she ran in the

Alps until the sun set behind the hills.IS

Blanchette was surprised when the moon appeared in the sky. Then she

became afraid because she remembered that the old man had told her how

dangerous the night is in the mountains. She heard a strange noise, so she

KA^WSMS»te»aa»"iS!*'»Ii-

'fastened: tied; 2vast: big
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decided to go back to her enclosure. She walked for a long time but couldn't

20 find the road. Finally, she became very tired, so she decided to stop. She tried

to rest, but her fear prevented her from sleeping. In the darkness, she saw a

shape. It was a wolf! They fought for a few minutes, and Blanchette's leg was

hurt. She shouted for help but nobody heard her. The wolf ate her, and the

poor old man never saw his little goat again.

25 | Blanchene wanted to be free, but freedom can be dangerous when we disobey.

QUESTIONS ON THE MODEL

1. What kind of order does this folktale use?

2. Underline the time words and phrases in the narration and add any new
ones to the list on page 27.

Compound
Sentences
with and, but,
so, and or

A compound sentence is composed of two simple sentences joined
together by a comma and a coordinating conjunction.

There are seven coordinating conjunctions in English: and, but, so, or, for,
nor, and yet. In this chapter, you will learn to use the first four.

Rules/or Using
Coordinating
Conjunctions

RULES EXAMPLES

Use and to join sentences that She was often sad, and sometimes she
are alike, didn't eat her food.

2. Use but to join sentences that
are opposite or show contrast.

3. Use so to join sentences when
the second sentence expresses
the result of something des-
cribed in the first sentence.

4. Use or to join sentences that
give choices or alternatives.

NOTE: Use a comma before the coor-
dinating conjunction in compound
sentences only. Do not use a comma
when joining compound elements
in simple sentences.

At first, Blanchette was very happy
about this decision, but soon the
enclosure appeared very small in front
of the big mountains.

One summer night, Blanchette decided
to leave for the mountains, so the next
morning, she jumped out of the
enclosure and ran away.

You can tie me with a longer rope, or
you can build a special enclosure for me.
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C. For each set of sentences below, make a compound sentence or a simple
sentence with a compound complement. Use the coordinating conjunction
and, but, or, or so to join the sentences. Punctuate carefully.

Omusubi Kororin (continued)
10. He thought about taking a big box. He finally chose a small one.

11. He went home. He and his wife opened the box.

12. The box was full of gold coins. They were very surprised and pleased.

13. A greedy2 neighbor heard about their good fortune. He quickly made plans
to visit the same hole.

14. He pushed a lot of rice balls down the hole. The mice invited him in.

15. The man was very, very greedy. He wanted all of the boxes.

16. He pretended to be a cat. The mice became frightened. They ran away.
(Connect all three sentences.)

17. The greedy man was left alone in the dark hole. He had to try to dig his way
out of the hole.

18. He dug a tunnel all the way to his house. He couldn't carry any boxes with
him. He got nothing. (Connect all three sentences.)

D. Write compound sentences using the coordinating conjunctions you have
learned. Eollow the directions given.

1. Write a sentence that tells one thing you like to do and one thing you don't
like to do. (Use but.)
Example: I like to swim, but I don't like to play tennis.

2. Write a sentence that tells two things you do every morning after you get up.
(Use and.)

3. Write a sentence that tells two things you might do during your next
vacation. (Use or.)

4. Write a sentence that tells the results of the following. Begin each sentence
with "I am/was . . ." (Use so in all three sentences.)

a. being born in (your country)

Example: I was born in France, so I speak French.

b. being the oldest child/youngest/middle/only in your family

c. being a lazy/hard-working student

5. Write a sentence that tells two different careers you might have in the future.
(Use or.)

^eedy: wanting to have more than you need or have earned



Sentence Combining

Most of the sentences in the following exercise are simple sentences. When a
writer uses only short, simple sentences like these, his or her writing seems
choppy and immature. This kind of writing can be improved by combining short
sentences to make compound sentences or simple sentences with compound
verbs. To do this exercise, work with a partner and proceed as follows:
1. Combine the sentences beside each number to make one sentence. Your

new sentences may be compound, or they may be simple with a compound
verb. Use coordinating conjunctions that fit the meaning, and punctuate
carefully. If there is only one sentence, simply copy the sentence without
changing it. The first three have been done for you.

2. Write the sentences as a connected story. Divide it into three paragraphs
using time order. What time divisions can you use? Where can each new
paragraph begin? (Hint: Look for time phrases.)

3. Finally, finish the story on your own. Write the fourth paragraph and tell
about two or three more misfortunes that happen to Lily after she arrived
home. Write both compound sentences and simple sentences with
compound verbs.

4. You may write the story on the lines provided on page 43 or on a separate
piece of paper. Don't forget to indent each paragraph!
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Lily's Terrible Day
1. Lily had a terrible day today.
2. She woke up late. She had to hurry.
3. She was hungry. She didn't have time to eat any breakfast.
4. She got dressed. She grabbed her books. She ran all the way to the bus stop.
5. The bus was just leaving. She yelled. The bus driver didn't hear her.
6. She could take a taxi to school. She could walk.
7. She decided to walk.
8. One hour later, she arrived at school.
9. She had missed her first class. She was late to her second one.

10. She hadn't studied for her calculus test. Of course, she didn't do well on it.
11. Her biology teacher told her she had to repeat three labs. She would fail

the course.
12. After school, she walked to the bus stop.
13. She hadn't brought her umbrella. She got very wet.
14. The bus finally came. She got on.
15. She reached into her pocket for bus fare. Her pocket was empty.
16. Her money was gone!
17. She couldn't pay the bus fare. She had to walk home in the rain.

Lily's Terrible Day

Lily had a terrible day today. She woke up late. so she had to hurry. She

was hungry, but she didn't have time to eat any breakfast._________

At last she got home. She

. Some days she wished she had stayed in bed.
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PART
B The Writing Process

On Your
Own!

STEP I:
Prewrite to Get Ideas

Now let's complete the writing process you began at the beginning of the
unit. Write a composition of one or more paragraphs about a memorable event
or a memorable experience in your life. Follow these steps in order to write
a good composition:

This was the freewriting you did at the beginning of this unit.

STEP 2:
Organize the Ideas

Put the events into time order: make a list of the events or number them on your
freewriting paper. Use this list to guide you as you write.

STEP 3:
Write the Rough Draft

Write ROUGH DRAFT at the top of your paper.

• Begin your composition with a sentence that tells what event or experience
you are going to write about.

I'll never forget my wedding day.

The most memorable vacation I ever took was a bicycle trip across Canada.

• Use time order to organize your composition. Use time order words
and phrases.

• Pay attention to your sentence structure. Write both simple and compound
sentences, and punctuate them correctly.

STEP 4:
Edit the Rough Draft

First, use the Editing Checklist and edit your paragraph by answering the Writer's
Questions. Then ask a classmate, the peer editor, to read your paragraph and
complete the Peer Editor's Answers and Comments section of the checklist. The
peer editor should suggest ways to improve your composition.
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EDITING CHECKLIST

Writer's Questions

FORMAT

1. Is the format correct?

ORGANIZATION

2. Does the composition use
time order?

3. Are there time order words and
phrases to show time order?

4. If the composition has more
than one paragraph, are the
paragraphs divided logically?
Does the first sentence of each
paragraph tell the reader what
the paragraph is about?

^ Does the composition end with a
concluding sentence?

GRAMMAR AND MECHANICS

6. Is there a period at the end of
each sentence?

7. Are capital letters used
where necessary?

8. Are the verb tenses correct?

9. Are commas used correctly?

SENTENCE STRUCTURE

10. Does each sentence contain at
least one subject and one verb
and express a complete thought?

11. Does the composition contain both
simple and compound sentences?

12. Are the compound sentences
punctuated correctly?

Peer Editor's Answers and Comments

Check the title, indenting, margins, and double spacing.

yes no

Write the time order words and phrases used:

How many paragraphs are there?
What is the topic of each paragraph?

Copy the concluding sentence here:

Check each sentence. Does each one end with a period?
yes no Add any missing periods.

Write down any words that should be capitalized and
are not:

What verb tense is used most frequently?
Are any other verb tenses used? yes no

Check each sentence for commas. Especially check any
commas used with coordinating conjunctions (and, but,
so, or) to make sure the commas are necessary.

Underline any sentences that you have doubts about.

Count the simple sentences:
Count the compound sentences:

Circle coordinating conjunctions and double-check
the commas.
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STEP S:
IWte the Second
Draft

Write SECOND DRAFT at the top of your paper. Write the second draft of your
composition to hand in to your instructor.

STEP 6: After your instructor returns your composition, write a neat final copy to hand in
Write the Final Draft for final evaluation. Write FINAL DRAFT at the top of your paper.

A D D I T I O N A L
W R I T I N G

1. Write about a holiday or special festival in your country. Use time order.
Write about the preparations for the holiday and then about the actual
celebration itself.

2. Write a folktale that you remember from your country.
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.In the previous unit, you learned about writing narration. In this unit, you will
focus on writing description. Narration is writing about events that happen and
uses time order. Description is writing about how something (or someone) looks
and uses space order.

Prewriting:
Clustering

Clustering is a prewriting technique used by writers to produce ideas. When you
cluster, you start by writing your topic in a circle in the middle of your paper. As
you think of related ideas, you write these ideas in smaller circles around the first
circle. The related idea in each small circle may produce even more ideas, and
therefore more circles, around it. When you have run out of ideas, your paper
might look something like the following model:

CLUSTERING TOPIC: A PLACE FROM MY CHILDHOODMODEL!
Clustering

You can see that this writer had the most ideas about the first house he lived
in as a child. When he thought more about his house, he remembered a stairway
in the house and a mysterious lady at the top of it. Because of the richness of his
ideas about the stairway, which you can see from the large number of circles, he
chose it as the topic of his paragraph. His final paragraph is on pages 49-50.
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A C T I V I T Y A. Practice the clustering technique. Choose one of the topics from the list
below, and write it in a large circle in the center of a piece of paper. Think
about the topic for one or two minutes. Then write each new idea that comes
into your mind in smaller circles around the large circle. Next, think about the
idea in each smaller circle for one or two minutes. Write any new ideas in even
smaller circles. You should spend about twenty minutes on this exercise.

TOPICS

A place from my childhood
An old person I know

The view from my window
A place that is special to me

L After you have finished, tell a classmate about your topic. Save your clustering
paper. You will use it later to write a paragraph.

MODEL
PARAGRAPH!
Description

As you read the model paragraph, notice how the description moves from the
bottom of the stairway to the top.

The Stairway

by Toshiki Yamazaki

When I was two or three years old, I lived in a house that had a strange

atmosphere." I do not remember anything about the house except the

stairway. It was dark, squeaking, and quite narrow, and its steps were a little
. "•>«

high for me to climb up. From the bottom of the stairway, it seemed like an

endless climb to the top. Beyond the darkness at the top of the stairway, there

was a middle-aged, elegant lady leaning against the wall. I had to pass her every

time I went to my room, for my room was the first room from the stairs on

the second floor. The lady wore a beautiful dress with a quiet pattern and a

tinge2 of blue, and her peaceful eyes stared at me every time I went up the

stairs. As I carefully climbed up the last step, her eyes became fixed3 on me. I

was scared, yet I was also curious about the lady. She didn't talk, nor did she

move. She just stood there and watched me clamber4 up the stairs. One day I

touched her, but she did not react. Her face did not change expression, nor did

she even blink. She just kept staring at me with her glittering5 eyes. Later, we

moved out of the house, and I never saw her again. Now I know that the lady

10

15

'atmosphere: mood of a place; înge: small amount; 'fixed: not moving; clamber:
climb with difficulty; flittering: shining, sparkling
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was a mannequin.6 My aunt, whom I lived with, used it for her dressmaking

class. I did not know my mother. Maybe I imagined that the mannequin standing

at the top of the stairs was my mother. The stairway with the strange

atmosphere has an important place in my earliest memories.

QUESTIONS ON THE MODEL

1. What does the writer say about the atmosphere of the house in the first
sentence?

2. How does the writer describe the stairway? Underline the words that
describe it.

3. When he first describes the woman, is he looking up at her or down at her?
What does he describe about her first? What does he describe last?

4. Which of the senses does the writer of this paragraph appeal to in his
description: sight, smell, sound, touch, and/or taste?

BPART Organization
Description Descriptive writing appeals to the senses, so it tells how something looks, feels,

smells, tastes, and/or sounds. A good description is like a "word picture"; the
reader can imagine the object, place, or person in his or her mind. A writer of a
good description is like an artist who paints a picture that can be "seen" clearly
in the mind of the reader.

Spatial
Order

Just as an artist plans where to place each object in a painting, a writer plans
where to put each object in a "word painting." In a description, writers often use
spatial order to organize their ideas. Spatial order is the arrangement of items in
order by space.

For example, when describing your favorite room at home, you could first
describe things on the left side of the doorway and then move clockwise around
to the right side. You could also start on the right and move counterclockwise
around to the left. If you jumped back and forth, it would be very difficult for the
reader to try to see the room in his or her mind.

When you describe a person, you could begin with an overall impression and
then focus on the person's head, then the face, and then on one part of the face
such as the eyes. It does not usually matter whether the spatial organization is

'mannequin: life-size model of a human used for displaying clothes
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left to right, right to left, near to far, far to near, outside to inside, inside to
outside, top to bottom, or bottom to top. It is only helpful to use some kind of
spatial order when you write a description.

The model paragraph "The Stairway" uses spatial organization. In
describing the stairway, the writer shows that as a little boy, his first view was
from the bottom looking up at the mannequin. Then he climbed up the stairway
until he reached the top. Thus, the spatial organization is from bottom to top.
When he describes the mannequin, he first gives an overall impression (the way
she was leaning against the wall and what her dress looked like). Then he focuses
on her face and finally on her unblinking eyes. Thus, the spatial organization is
from far to near.

A. Study the map of Greenhills College, a small private college in the United
States. Pretend that you have to describe the campus to a visitor who is not
familiar with the campus. Discuss with a partner or a small group three
different ways (back to front, right to left, etc.) to organize your description
using spatial organization.

1.

2.

3.



B. Each of the following sentences could be the first sentence of a descriptive
paragraph. First, discuss with your partner or group some possible details
that describe the place. Next, decide on the best kind of spatial order to use
in the description: right to left, left to right, top to bottom, far to near, outside
to inside, etc. Finally, write your details on the lines below in spatial order.

1. After my sister has spent two hours getting ready for a date, her room looks
as if it has been hit by a magnitude 8.5 earthquake.
a^ From the doorway, you see nothing but a mountain of clothes all over

the floor.

b.

c.

d.

2. The park near my house is full of activity on a sunny weekend afternoon.

• a. _____________________________________

b.

c.

d.

3. An experienced teacher can almost predict the final grade of students by
where they choose to sit in the classroom.

a.

b.

c.

d.
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Spatial Order
Words and
Phrases

Just as there are words and phrases to show time order, there are words and
phrases to show spatial organization. They are often prepositional phrases of
location or position. Some spatial order expressions are

at the top of
in the center
on the left
in front of
in the front of

next to
between
behind
in back of
in the back of

inside
across from

P R A C T I C E ;
Spatial Order
Words and Phrases

A. Find and underline the spatial order words and phrases used in the model
paragraph "The Stairway," on pages 49-50. Add them to the list above.

B. Look again at the map of Greenhills College on page 51. Working with a
partner, take turns telling each other the location of the places in the
following list. Use spatial order expressions in your sentences.

Example: The administration building is across from the parking lot.

the administration
building

Parker Hall (classrooms)
the bookstore
the dormitories
the registrar's office

the business office
the admissions office
Galileo Hall (classrooms)
the parking lot
tennis courts
the gymnasium

the post office
the entrance gate
the baseball field
the library
the soccer field
the student cafeteria

WRITING
PRACTICE: Spatial Order

Write a one-paragraph description of the campus of Greenhills College to a
friend in your country. Be sure to include some descriptive details.

• You might begin your paragraph with a sentence like this one:

The campus of Greenhills College is very compact.
The campus of Greenhills College is shaped like an arrow.

• Use spatial order in your description. Use spatial order expressions.
• Use your imagination and include some details that appeal to the senses. Try

to "paint a picture in words."
• With a partner, edit and revise your paragraph. Check your own and your

partner's paragraphs especially for spatial organization, spatial order
expressions, and vivid descriptive details.



d Grammar and Mechanics
As you read the model essay below, notice the verb tenses. Notice also how the
expressions it is, there is, and there are are used.

10
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19

Havasu Canyon

There is a canyon' in Northern Arizona that is the most beautiful spot on

Earth. It is called Havasu Canyon, and it is part of the Havasupai Indian

reservation.2 It is not easy to get there, for it is ten or fifteen miles from the

nearest road. You have to hike down a long, hot trail, or you can hire a Havasupai

guide to take you there on horseback. The trip takes all day. On the trail down

into the canyon, you see only rock, sand, and an occasional lizard.3 It is very dry, for

this is desert country. There is no water on the trail, nor is there any shade. After

eight miles or so, you begin to notice a few green plants growing here and there,

and after another mile or two, you come to a creek.4 The water from this creek

completely changes the landscape. There are trees and green grass, and it is cooler.

At the end of the trail, you arrive at Havasupai village. It is a quiet place.

Dogs are sleeping in the streets, and the villagers are standing in the doorways

of their small homes silently watching you, a stranger, pass by. They aren't

smiling, yet they don't seem unfriendly.

Beyond the village, a trail leads to the top of a steep cliff5 overlooking Havasu

Canyon. Your first view of the canyon takes your breath away.' Directly in front

of you, the trail disappears straight down the two hundred-foot cliff. There are

deep steps cut into the rock, and there is a strong chain bolted7 to the cliff. You

have to hold the chain when you climb down, or you might fall. On your right,

you see a beautiful waterfall. Water is falling straight down into a bright blue-

green pool below. Directly across the canyon, hundreds of small waterfalls are

gushing8 from the cliff face, and little green ferns9 are growing everywhere.

'canyon: narrow valley with steep walls, cut into the earth by running water;
reservation: area of land where Native Americans (Indians) live; 'lizard: reptile that
lives in dry areas; ̂ reek: small river; scliff•. high, steep wall of rock; ®takes your breath
away: makes you unable to speak (from pleasure); Bolted: fastened with a bolt (a screw
with no point); 'gushing: coming out very fast in large amounts; ̂ em: type of plant
with leaves like feathers
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Below, the water in the pool is cascading10 from one bright turquoise" pool into

another until it disappears into the trees on the left. As you view this scene, you

can only think that Havasu Canyon is truly a magical place.

QUESTIONS ON THE MODEL

1. What kind of spatial organization does the writer use in the first and second
paragraphs? In the third paragraph?

2. What verb tense occurs for the first time in the second paragraph and again
in the second half of the third paragraph? Why is this verb tense used in
these places?

3. Underline the spatial order expressions if you haven't already done so. Add
any new ones to the list of spatial order expressions on page 53.

The present continuous tense is used to describe actions that are actually
taking place at the present time and are temporary.

The su,n is shining, (at this moment, temporarily)
The newlyweds are living with her parents, (at the present time, temporarily)
She's smoking. (She's smoking a cigarette at this moment.)

Compare the meaning of the sentences above with the meaning of these
sentences with verbs in the simple present tense:

The sun shines 360 days a year in Miami, (habitual action, every day)
The newlyweds live with her parents, (permanently)
She smokes. (It's her habit.)

Remember that the present continuous tense is not possible with certain verbs.
These verbs include

1. verbs of emotional states: admire, dislike, envy, hate, like, love

2. verbs of mental states: believe, doubt, forget, know, need, prefer,
remember, think, understand, want, wonder

3. verbs of the senses: feel, hear, see, smell, taste

4. verbs of existing states: appear, be, exist, look like, seem

The present continuous tense is frequently used in writing descriptions. When
you want to tell about the activities that are happening in the scene you are
describing, use the present continuous tense.

'"cascading: falling in waves; "turquoise: blue-green



a Unit 3

A. Underline the present continuous verbs in the description of Havasu
Present Canyon on pages 54-55.
PRACTICE:

(jOfltWUOUS ICTlSe g^ Complete the essay with the present continuous or simple present tense of
the verb.

My Banana Garden

by Quang Nguyen

Behind my house there is a large piece of land that is
I.be

surrounded by banana trees. This place _____ very wild and
2. be

disorderly. Crowds of banana trees ______ freely everywhere.
3. grow

Their green leaves ______ so thick that sunlight cannot pass
4. be

through. The ground underneath the trees ______ so moist that
5. be

wild mushrooms and plants ______ all year around. In the center
6. grow

______ a wild field where the children of my village often
7. be

______ kites.
8. fly
Every evening, just before the sun ______, some birds

9. set
——'- to look for a place to rest their tired wings. They ______

10. arrive 11 . want
to land in the dark banana garden, but the banana leaves ______ too

12. be
wide to be made into nests. The birds ______ out and ______

13. cry 14. fly
away, seeking a better place to nest. During the rainy season, it

______ for days and days, and the rain ______ the banana
15. rain 16. make

garden produce a very strange melody. "Whenever I ______ bored, I
17. be

______ near my window and ______ to this wonderful song.
18. sit 19. listen
Right now, I ______ at my window watching the children fly

20. sit
kites in the meadow. The children's colorful kites ______ happily

21.fly
in the wide open sky, but the wind ______ stronger, and it

22. become
_____ the children's kites toward the banana trees. The air

23. blow
______ heavy—a sure sign of rain. Now the sky ______, and

24. feel 25. darken
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it
26. start

garden and

wet. They

to sprinkle. The children into the banana
27. run

under the thick leaves to keep from getting
28. hide

the rain to end quickly so that they can
29. want

continue flying their kites. I _ a beautiful rainbow in the
30. see

the rain will stop soon.distance, so I
31. know

It is used in statements about weather, time, distance, and identification. A is
the subject of the sentence but doesn't have any real meaning.

Weather:
It is very dry, for this is desert country.
It rains in the summer.
It clears up by noon.

Time:
It is Sunday.
It is three o'clock.

Distance:
k is "ten or fifteen miles from the nearest road.
It is an hour's drive to the beach from my house.

Identification:
Who is it? (on the telephone or at the door)
It's Mary.
It's my cousin.

CAUTION: Do not confuse it's (it + is) with the possessive pronoun its, which
has no apostrophe.

It's hot today.
The book lost its cover.

The expressions there is and there are are used in English to state that
something exists.

There is a God.
There are several possible answers to that question.



Many sentences beginning with there is or there are contain expressions of place.

There are deep steps cut into the rock.
There is a strong chain bolted to the cliff.

There can begin a sentence, but it is not the subject of the sentence. There,
like it, has no meaning. The real subject of the sentence conies after is or are, and
the verb must agree with the real subject.

RULES EXAMPLES

If the real subject is singular or
uncountable, the verb is singular.

There is a canyon in Northern Arizona
that is the most beautiful spot on Earth.
There is no water on the trail.

2. If the real subject is plural, the There aren't any snakes in Hawaii.
verb is plural.

3. If there are both plural and
singular or uncountable subjects,
the verb agrees with the subject
nearest to the verb.

CAUTION: Do not use there is and there
are too often in the same paragraph.
Overusing these expressions makes
your writing uninteresting. If you
notice that your paragraphs contain
a lot of there is/there are sentences,
rewrite some of them to get rid of
there is/there are.

There is one desk and two chairs in
my office.

There is someone at the
front door.

Rewritten: Someone is at the front door.

There are two cats fighting
in the street.

Rewritten: Two cats are fighting in
the street.

Complete the answers with it is, there is, or there are.

Example: How is the weather today?

It is cold and still tonight.

There is no wind.

1. Would you like to go sailing today? Yes, I would. ________ warm and
sunny, and _________ a light breeze blowing over the water.

2. Do you have a lot of brothers and sisters? Yes, _________ twelve
children in my family.

3. Where can I buy a guidebook to this city?
around the corner in the next block.

a bookstore just
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4. Who's on the phone? ________ my friend Stephanie.

5. Where is your office? ________ about a half hour's drive from my house.

6. May I have another cup of coffee, please? I'm sorry. ————————— any coffee
left. We drank it all. (Use a negative verb.)

7. Why is the dog barking? ________ someone at the front door.

8. Would you like to have another drink? No, thank you. _________ past
midnight, and I'm a little tired. I'd like to go home.

WRITING
PRACTICE: Describing a Busy Scene

Write a paragraph describing a busy scene, such as an airport terminal, the
emergency room of a hospital, the school cafeteria at lunchtime, the scene of an
automobile accident, or a sunny day at the beach.

• Begin with a sentence that names the scene you will describe and gives a
general impression of it, such as the following:

The airport terminal is full of people in a hurry.

• Use spatial order in your description.
• Use present continuous verbs where appropriate.
• Use some there is/there are sentences where they are appropriate, but do not

use too many.
• With a partner, edit and revise your paragraph. Check your own and your

partner's paragraphs especially for the correct use of present continuous
tense and there is/there are expressions.

PART
H Sentence Structure

COWpOUltd You remember from the last unit that a compound sentence is composed of two
Vo^i-lo'nfos simple sentences joined together by a comma and a coordinating conjunction.
jCni'cn-i^VS There are seven coordinating conjunctions in English. In the last unit, you
With yet, for, practiced using and, but, or, and so. In this unit, you will learn to use the other
and HOT threes/or, and nor.
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Rules for Using
Coordinating
Conjunctions

RULES

1. yet has approximately the same
meaning as but, that is, it shows
contrast or joins opposites. Use
yet when the second part of
the sentence says something
unexpected or surprising.

2. for has the same meaning as
because; use for to introduce a
reason or cause.

3. nor means "not this and not
that"; use nor to join two
negative sentences.

NOTE: The word order after nor is
like a question. The helping verb (is,
does, did, can, will, etc.) comes
before the subject of the part of the
sentence introduced by nor.

EXAMPLES

They aren't smiling, yet they don't
seem unfriendly.
I was scared, yet I was also curious
about the old lady.

It is not easy to get there, for it is ten or
fifteen miles from the nearest road.
I had to pass her every time I went to my
room, for my room was the first room
from the stairs on the second floor.

There is no water on the trail, nor is
there any shade.
(There isn't any water. There isn't
any shade.)

She didn't talk, nor did she move.
(She didn't talk. She didn't move.)

P R A C T I C E :
Compound
Sentences with yet,
for, and nor

A. Join the two sentences in each of the following pairs by using a comma and
one of these coordinating conjunctions:^, for, nor.

1. Moslems don't drink alcohol. They don't eat pork.

2. Christians are not supposed to work on Sunday. Sunday is their day to
worship God.

3. People who believe in the Hindu religion do not eat beef. They believe that
cows are sacred.

4. Moslem men are permitted to have four wives. Few of them have more than one.

5. Buddhist monks do not marry. They do not own property.

B. Make compound sentences from the following incomplete sentences by
adding to each a simple sentence that fits the meaning.

1. I have studied English in school for six years, yet.

2. Many children who watch television all day long don't learn how to read

well, for _______________________———__________ .
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3. In some countries, women cannot vote, nor.

4. The United States is one of the richest countries in the world, yet

5. Everyone should learn about computers, for.

C. For additional practice, write two more compound sentences of your own
using nor.

1.

2.

As you learned in Unit 1, a prepositional phrase consists of a preposition and a
pronoun, noun, or noun phrase. The following prepositional phrases express
time, place, and possession, among other things.

Time

Place

Possession

in the early morning
at three o'clock
during dinner
after the accident

in the hall
beyond the darkness
in front of the house
at the-top of the stairs

the color of the house
the top of the stairway
a girl with red hair

Prepositional phrases are often moveable. Some (but not all) prepositional
phrases can come at the beginning as well as at the end of a sentence. At the
beginning of sentences, they often function as time order and spatial order
signals. Moving prepositional phrases to the beginning of some sentences also



adds interest and variety to your sentences. When you use time order or spatial
order in a paragraph, move some prepositional phrases to the beginning of their
sentences, and put a comma after them.

or

or

or

I was afraid of many things during my childhood.
During my childhood, I was afraid of many things.

You arrive at Havasupai Village at the end of the trail.
At the end of the trail, you arrive at Havasupai village.

A trail beyond the village leads to the top of a steep cliff overlooking
Havasu Canyon.
Beyond the village, a trail leads to the top of a steep cliff overlooking
Havasu Canyon.

Not all prepositional phrases can be moved:

The color of the house was white.
Not Possible Of the house, the color was white.

He married a girl with red hair.
Not Possible With red hair, he married a girl.

Work with a partner on this exercise if you wish to.
1. Underline all of the prepositional phrases in the following sentences.

2. Rewrite each sentence by moving an appropriate prepositional phrase to the
beginning of its sentence. In some sentences, two prepositional phrases
must be moved together. Punctuate your new sentences correctly.

Example: Two tropical storms raced through the Caribbean Sea in the fall of 1995.
In the fall of 1995, two tropical storms raced through the Caribbean Sea.

1. Huge trees fell, blocking streets, damaging buildings, and knocking out
power during the storms.

2. Seventy-five-mile-an-hour winds ripped steel roofs off some homes on
Saint Croix.

3. Twelve-foot waves flooded homes and businesses in the towns near the coast.
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4. The giant storms also damaged banana plantations and sugarcane fields in
the eastern Caribbean.

5. Scientists have gathered useful information about hurricanes from these
two storms.

WRITING
PRACTICE: Sentence Combining

Work with a partner on this sentence-combining exercise.
I • Combine the sentences in each group into one sentence. Some of your new

sentences will be simple, and some will be compound.

2. Then write the sentences as a connected paragraph. The result will be a
description of the apartment in the drawing.

My Apartment

1. My apartment is very small.
It is quite comfortable.

2. It has a living room.
It has a kitchen.
It has a bedroom.
It has a bathroom.

3. There is something on the left side of the entrance.
There are doors.
There are two of them.

4. One door leads to the bathroom.
The other door leads to the bedroom. (continued on the next page)
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. 5. The bathroom is on the far left.
The bedroom is next to the bathroom.

6. Directly in front of the entrance is something.
It is the kitchen.

7. There is something between the bedroom and the kitchen.
It is a large storage closet.

8. On the right side of the entrance is something.
It is the living room.

9. The living room is quite large.
It also serves as a dining room.

10. In the back wall of the living room there is something.
There is a door.
A door leads somewhere.
A door leads to a narrow balcony.

11. In nice weather, you can do something.
You can sit outside.
You can enjoy the view.

PART H The Writing Process
On Your
Own!

Now let's complete the writing process you began at the beginning of the unit.
Write a description of the person or place about which you did the clustering
exercise. You may write one or more paragraphs. Follow these steps in order to
write a good composition.

STEP I: This is the clustering you did at the beginning of this unit.
Prewrite to Get Ideas

STEP 2: Decide what kind of spatial order will work the best for your description: left to
Organize the Ideas right, far to near, etc.

STEP 3; Write ROUGH DRAFT at the top of your paper.
Write the Hough Draft

• You might begin your paragraph with a sentence that tells what person or
place you are going to write about and gives a general impression.

The corner of the library where I study is my favorite place.

The neighbor's son frightened everyone in my class at school.



Description

• Take care to use the correct verb tenses. Use the present continuous tense if
it is appropriate to describe activities.

• Pay attention to your sentence structure. Use there is/there are sentences if
they are appropriate. Use a combination of simple and compound
sentences.

• Begin some of your sentences with prepositional phrases of place to show
the spatial organization.

STEP 4: Edit the rough draft. Follow the editing procedure you used in previous units.
Edit the Rough Draft

EDITING CHECKLIST

Writer's Questions Peer Editor's Answers and Comments

FORMAT

1. Is the format correct? Check the title, indenting, margins, and double spacing.

ORGANIZATION

2. Does the composition use
spatial order?

3. Are there spatial order expressions
to show the order?

'•*

4. Do the descriptive details appeal
to the senses?

Write the kind of spatial order (left to right, right to left, etc.):

List the spatial order expressions used:

Which senses does the description appeal to? Circle one or
more words: sight sound touch taste smell

GRAMMAR AND MECHANICS

5. Is there a period at the end of
each sentence?

6. Are capital letters used where
necessary?

7. Are commas used correctly?

8. Is present continuous tense
used appropriately?

9. Do any sentences begin with
there is/there are?

Check each sentence: Does each one end with a period?
yes no Add missing periods.

Write down any words that should be capitalized and are not:

Circle any comma errors. Add missing commas.

Underline the present continuous verbs. Check the subject-
verb agreement of each.

Find any there is/there are sentences. Do the verbs agree with
the real subjects? Write the part of each sentence that contains
the word there, the verb, and the real subject:
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SENTENCE STRUCTURE
10. Does each sentence contain at

least one subject and one verb
and express a complete thought?

11. Does the composition contain
both simple and compound
sentences?

12. Are the compound sentences
punctuated correctly?

13. Do some sentences begin with
prepositional phrases?

underline any sentences that you have doubts about.

Count the simple sentences:
Count the compound sentences:

Circle coordinating conjunctions and double-check the commas.

How many sentences begin with a prepositional phrase? Are
they followed by a comma? yes no

STEP $:
Write the Second
Draft

Write SECOND DRAFT at the top of your paper. Write the second draft of your
paragraph to hand in to your instructor.

STEP 6: After your instructor returns your composition, write a neat final copy to hand in
Write the Final Draft for final evaluation. Write FINAL DRAFT at the top of your paper.

ADDIT IONAL
WRITING

1. Describe a favorite painting from an art book or an interesting picture from
a magazine or newspaper.

2. Describe your living space, first orally with a partner and then in writing.

a. Make a simple drawing of the place where you are presently living. This
could be your bedroom, apartment, or house. Use the drawing of
the apartment on page 63 as an example. Do not show your sketch to
your partner.

b. With your partner, take turns describing your home to each other. Use
spatial order to organize your description. Your partner will try to draw
your home from your description. He or she can ask questions like the
following to help clarify points:

Is the kitchen to the right or to the left of the dining room? Is there a door
between the bedroom and the bathroom?

c. Finally, write your description in a well-organized paragraph. Begin with
a sentence like one of these:

My apartment is small and efficient.
My bedroom is bright and cheerful.
My house isn't big, but it is large enough for our family.
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PREWRITING
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• Using an Outline
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JL ou have already been reading and perhaps writing compositions with more
than one paragraph in order to increase your writing fluency. In this unit, you
will study the paragraph structure in detail. You will also begin your study of
expository writing. Descriptive and narrative writing, which you learned about
in the first three units, is used to describe things and tell about events.
Expository writing is used to explain things.

Prewriting:
Brainstorming

Brainstorming is a prewriting activity in which you come up with a list of ideas
about a topic on your own or in small groups with your classmates. You quickly
write down a list of ideas that come to your mind as you are thinking about a
general subject or a specific topic. Follow these brainstorming steps:

1. Write down your general subject or specific topic.

2. Make a list of everything that comes to your mind about it.

3. Use words, phrases, and/or sentences. Don't worry about the order of
ideas, mechanics, grammar, or spelling.

4. Just keep writing down whatever comes to your mind until you run out
of ideas. Because you are only brainstorming, don't be concerned if you
repeat several ideas.

In the following model, the writer already had a sport in mind, so he
brainstormed for ideas to develop the topic.

M O D E L :
Brainstorming

10

is
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A. Choose a sport or activity that you are interested in. You can choose
something you do now, have participated in in the past, or want to enjoy in
the future. You might choose a sport such as swimming, tennis, volleyball,
jogging, or soccer. An activity you enjoy might be dancing, playing a musical
instrument, singing, acting, or playing chess.

B. Brainstorm and list as many facts as you can about your sport or activity.
Read the following questions to help you get ideas for your brainstorming list.
1. What is the sport or activity?
2. How would you describe it?
3. Where do you play this sport or do this activity?
4. How many people are needed?
5. What kind of equipment is necessary?
6. When did you take it up?
7. How often do you do this sport or activity?
8. How does this activity excite you mentally and affect you physically?
9. Why would you recommend this sport or activity to someone?

C. After you complete your brainstorming list, read through it, and draw a line
through the items that you will not use.

D. Then work with a partner or a small group. Discuss your choice, using your
list only as a guide. Your classmate(s) should ask you questions and share
information. Take notes about anything new.

E. Save your list and notes. You will use them later to write a paragraph.

As you read the model paragraph, notice how the first sentence introduces the
topic: the requirements for river rafting. Also notice that all of the sentences that
follow support the topic by explaining those requirements.



River Rafting

River rafting is a challenging sport with important requirements. First of

all, planning your trip carefully ensures" your safety at all times. Therefore, the

river-rafting company you choose should have a good safety record. You can

select a river-rafting trip from level I (no experience) to level VI (the most

experience). At level I, the river moves slowly and does not have many

dangerous rocks and boulders,2 so you can actually enjoy the scenery. At each

level up the scale, there is an increasing number of powerful waves and

dangerous rocks. When the river is high from melting snow, the current3 is

fast, and the ride is rough. Therefore, it is only for the most experienced river

runner. In addition, river rafting requires special equipment. You ride an

inflatable'4 rubber boat with an expertly trained guide and a group of six to

eight people. Everyone must wear a life jacket and a helmet and be able to use

a paddle5 at the more difficult levels. Finally, you must be alert at all times. You

must stay safely in the raft as it makes its way down the raging' river. The

guide will shout instructions, and the passengers must obey instantly and work

as a team to avoid disaster. The chances of falling overboard are great. When

someone does, the passengers will try to grab and pull him or her aboard.

Because river conditions can be dangerous at the higher levels of difficulty, the

wild, exciting adventure is only for the courageous and experienced. In short, if

you are fearless and in good physical condition and can react quickly, river

rafting is the ideal outdoor sport for you.

QUESTIONS ON THE MODEL

1. Which sentence explains what the "River Rafting" paragraph is about?

2. What are the three main requirements for river rafting? What transition
signals does the writer use to introduce each one?

3. Which supporting sentences explain each requirement?

4. What is the writer's final recommendation to the reader?

'ensures: makes certain, protects; Moulder: large rock; current: continuously moving
Water; '^inflatable: can be filled with air; ̂ addle: short pole with a wide, flat blade used
to guide a river raft; 'raging: violent
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PART B Organization
The Parts of
a Paragraph

As you learned in Unit 1, a paragraph is a group of related sentences that
develops one main idea, which is the topic of the paragraph. Each paragraph is
a separate unit. It is marked by indenting the first word from the left-hand
margin or by leaving extra space above and below the paragraph. (Refer to
Finished Paragraph Format on pages 6-7.)

A paragraph is made up of three kinds of sentences that develop the writer's
main idea, opinion, or feeling about a subject. These sentences are (1) the topic
sentence, (2) supporting sentences, and (3) the concluding sentence. The writer
may add a final comment after the conclusion.

In the paragraph entitled "River Rafting" that you just read, the first sentence
is the topic sentence. It tells the reader what the paragraph is about:
requirements for river rafting. The fifteen supporting sentences that follow
supply the details about river rafting. The seventeenth, or next to last, sentence
is the concluding sentence. It makes a final statement about the topic and tells
the reader that the paragraph is finished. The very last sentence is the writer's
comment about the subject.

Now, let's study each part of the paragraph in detail.

The Topic
Sentence

The topic sentence is the most general statement of the paragraph. It is the key
sentence because it names the subject and the controlling idea: the writer's main
idea, opinion, or feeling about that topic.

The topic sentence can come at the beginning or at the end of a paragraph.
You should write your topic sentence as the first sentence of your paragraph for
two reasons. First, it will tell the reader what you are going to say. Second, you
can look back at the topic sentence often as you write the supporting sentences.
It will help you stay on the subject as you write.

The topic sentence is a complete sentence. It has three parts: a subject, a
verb, and a controlling idea.

Determining the subject of a topic sentence is a process of narrowing down
an idea from general to specific. When your instructor suggests a very general
topic, such as college, vacations, or nuclear power, for a writing assignment, you
must narrow it down to a limited topic that can be discussed in one paragraph.
For example, the topic of sports is too general to write about. There are many
specific things about sports, such as professional sports, team or individual
sports, or water sports, that you can discuss. One writer might narrow down the
subject of sports to the more specific subject of river rafting.

sports water sports on a river dangerous river rafting



Complete each funnel until you arrive at a specific subject. Try to add at least
three or four ideas to each group.

I. science space science space exploration unmanned exploration Mars probe

2. family husband/wife roles at home

3. sports individual sports

•4. vacation

The topic sentence of your paragraph must also have a controlling idea. The
controlling idea is the main point, opinion, or feeling that you have about the
subject, and it controls or limits what you will write about it in your paragraph.
Putting your ideas in a funnel, as you did in the preceding practice, can help you
to arrive at a controlling idea for a topic sentence.

In the example on page 71 the general subject of sports has been narrowed
to a specific subject, river rafting. The writer's next step is to decide on a limited
area about river rafting that can be discussed in one paragraph.

The following example illustrates how the writer arrives at the controlling idea.

river rafting dangerous description making choices important requirements

Now that the writer has the subject and a controlling idea, she can write
a good, clear topic sentence, which will be her guide as she writes the rest of
the paragraph.

Subject Controlling Idea
River rafting is a challenging sport with important requirements.

In the following practice items, the general idea or subject is given at the widest
part of each funnel. Ask yourself questions as you narrow down the ideas:
Why.. . ?Who ... ?What. . . ?Which . . . ?When ... ?Where ... ? How... ? Add
your own ideas to the runnel. Make them more specific as the runnel narrows.
Write the most limited idea at the end of the funnel.

college Greenhills College registration frustrating experience

Ask yourself: What is registration like?
How can I describe it?

2. classes mv ̂ worst

Ask yourself: Which is my worst/best class?
Why?
How can I describe it?
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3. relationships

4. television

5. working

A. Write topic sentences using the controlling ideas at the end of the runnels in
the preceding exercise. Remember: a topic sentence is a complete sentence.
It must have a subject + verb + controlling idea.

1.

2.

3.

4.

5.

Registration at Greenhills College is a frustrating experience.

B. Study the following pairs of sentences and check the one you think would be
a good, clear topic sentence for a paragraph. The first one is done for you.
Explain your choice.

1. Snow skiing on the highest mountainsides requires great skill.
2. Snow siding is fun.

3. Exercise is healthful.
4. Jogging is healthful for several reasons.

5. Camping is a great outdoor activity.
6. Camping requires a variety of special equipment.

7. The legal age for drinking alcoholic drinks should be twenty-one for
several reasons.

8. Drinking is dangerous to your health.

9. Small cars are popular.
10. Driving a VW Rabbit saves money.

11. Hong Kong is an exciting city.
12. Hong Kong is a shopper's dream world.

13. The violence on television can affect children's emotional well being.
14. Watching television is a waste of time.

15. Smoking is a bad habit.
16. It is difficult to quit smoking for three reasons.
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C. With a partner or a small group, write topic sentences on the following
topics. Ask wh-questions to limit the topic and the controlling idea.

Example: camping
To set up camp requires a variety of special equipment.

1. sports heroes (who? which sport? why?)

2. spectator sports

3. water sports

4. Olympic sports

5. watching sports on television

W R I T I N G
PRACTICE: Sports

Choose a topic sentence from part C of the preceding practice and write a
paragraph that explains it.

• Brainstorm for six or seven items that will support the topic sentence.
• With a partner, edit and revise your paragraph. Check your own and your

partner's paragraph, making sure that your paragraphs each begin with a
clear topic sentence that contains a controlling idea.
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Supporting The next part of the paragraph is the supporting sentences. They develop the
Sentences topic sentence by giving specific details about the topic. In order to choose

details to support the topic sentence, rephrase it as a question, and then answer
that question with your supporting sentences.

For example, in the model paragraph you read about river rafting, the topic
sentence is

River rafting is a challenging sport with important requirements.

If you turn that statement into a question, it will say

What important requirements are necessary for river rafting?

The supporting sentences in the paragraph must answer this question by
explaining what the important requirements are. Look back at the model
paragraph and complete this list of requirements.

1. Flan your trip carefully._______________________________

2. ____________________________________________

3.

You can see that the supporting sentences list the important requirements for
river rafting.

Another question you can ask about your topic sentence is this one: How can
I prove this? Your supporting sentences should give some facts or examples that
prove your topic sentence is true.

For example, suppose you wrote this topic sentence:

Traditional American family relationships have changed greatly in the last
thirty years.

You could then ask yourself: How can I prove that this is true? You could prove or
support it by giving facts such as these:

1. x out ofx marriages end in divorce (in the United States).

2. x out of x children live in homes with only one parent.

3. x percent of couples living together are not legally married.

Still another way to develop your topic sentence is to give examples. Suppose
you wrote this topic sentence:

Tokyo is the most expensive city in the world.

You could then ask yourself: How can I prove it? You could prove or support this
topic sentence by giving examples of the cost of different activities in Tokyo such
as these:

I • Cost of a dinner at a medium-priced restaurant

2. Rent for an average two-bedroom apartment

3. Cost of a ride on public transportation

4. Cost of a medium-priced hotel room



In short, in order to develop your topic sentence, you must write supporting
sentences that prove, or support, your idea. An easy way to do this is to rephrase
your topic sentence as a question or to ask yourself: How can I prove this?

Read each paragraph. Then write a question about the topic. Finally, complete
the following lists of supporting sentences from the paragraphs.

A. Mountain climbing is a very dangerous sport with special
requirements and strict climbing rules. The first requirement is to
complete a course in a certified climbing school, where you learn
about mountain conditions and safe climbing. Another requirement Is

5 to wear special clothing that is appropriate for the season; a helmet
and climbing boots complete your outfit. You must also carry special
equipment: iron spikes' to hammer into cracks for support and safety
and special climbing ropes. In addition to the special requirements,
there are also strict climbing rules for mountaineers. You can climb

10 alone or in teams of two or more. "When you climb In a team, each
person is tied around the waist to the same rope to protect a climber
who slips from falling. You climb one foothold and handhold at a
time. You must give exact commands and responses to your climbing
partners. At all times, you must be aware of falling rocks and

(5 boulders, and when you are tired, you need to find a ledge to rest on.
Most mountain climbers would agree that mountain climbing has
many rewards. The higher you climb, the more beautiful the view Is
of the valley floor. You can see treetops, rivers, lakes, and distant
mountains. Above you, the sky and moving clouds are a spectacular

20 sight. Enjoy the glorious landscape, for that is your reward for
having made it to the top of the mountain!

Topic Question: _________________________________

1. There are special requirements for mountain climbing.

g^ Complete a course in a certified climbing school.

b.

c.

'spike: long pointed piece of metal like a nail
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2. There are also strict rules for climbing in teams.

^ Each person is tied to the same rope around the waist.

b. _____________________________

c. _____________________________

d. ____________________________

e. ____________________________

B. Skydiving, a wild sport, requires strict training and special
equipment and a plan for jumping out of the plane. This sport is for
people of all ages who are in top physical condition and have strong
nerves. If you qualify, contact a top professional skydiving school for

S instructions. Before you can sky dive, you must attend six hours of
class lectures about safety and the use of equipment. First, you learn
how to recognize and react to an emergency quickly. Then you do
physical drills that copy the correct body position in the air. After
that, you leam how to steer a parachute. Finally, you leam how to

fO land on the ground without getting injured. The special equipment for
a skydiver includes wearing skydiving clothing: a jumpsuit, a safety
helmet, and ankle-high boots, and a main chute and a second back-up
chute. After you complete the course, you are ready to jump out of the
plane. You board a small plane with several skydivers, the

I S jumpmaster, and the pilot. The plane takes off and climbs to the jump
altitude of about four thousand feet. Once you are outside the plane,
you follow the jumpmaster's instructions: After you let go of the metal
pole on the wing, you fall with a closed parachute for about one and a
half miles at a speed of 120 miles per hour. When you pull the cord,

20 the nylon parachute opens. As you float gently toward the ground,
you enjoy the quiet and beauty of your surroundings and hope you
remember the jumpmaster's final instructions for a happy landingi

(continued on the next page)
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1. You have to be in top physical condition and have strong nerves.

2. You must attend six hours of class lectures.

a. First,_______________________________

b. _________________________________

c. _________________________________

d.

3. The special equipment for skydiving includes the following:

a.

b.

c.

d.

e.

4. Outside the plane, you follow the jumpmaster's instructions.

a.

b.

c.

d.

First, read each topic sentence. Then write a question about the topic. Finally,
add two more supporting points to each list.

1. Topic sentence: Smoking in restaurants should be prohibited for
several reasons.

Question: Why should smoking in restaurants be prohibited?

Supporting points

a. It pollutes the air.

b. It can affect diners' appetites.

c. _______________________________

d.
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2. Topic sentence: International students have difficulty taking notes in
class for several reasons.

Question:

Supporting points:

a. The teacher talks too fast.

b. The students have poor listening skills.

c. _____________________

d.

3. Topic sentence: Everyone should consider several criteria' before
choosing a sport.

Question:

Supporting points:

a. They need to decide whether they enjoy exercising alone or
with others.

b. They need to consider whether they want to enjoy a sport for
recreation or for fitness.

c.

d.

Choose one of the topic sentences below. Brainstorm for about six or seven items
to support it. Then work with a partner and review your lists. Decide which
supporting items should remain.

Example: Topic sentence:

Snow skiers must take extreme precautions on the slopes.

List some of the precautions:

a. consider the weather conditions
b. consider the slope conditions
c. consider their ability
d. obey warning signs

etc.

(continued on the next page)
'criteria; standards for judging something (singular: criterion)
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Topic Sentences

1. Snow skiing is an expensive sport.

2. A river runner should follow this procedure.

3. A sky diver must follow these instructions.

4. Camping requires a variety of special equipment.

5. Jogging is beneficial to your health for several reasons.

6. Bicycling provides several advantages.

7. Swimming in the ocean is dangerous for several reasons.

The Concluding After you have finished writing the last sentence supporting the main point of a
Sentence paragraph, you must end the paragraph with a concluding sentence. This

sentence tells the reader that the paragraph is finished, and it completes the
development of the subject of the paragraph.

The concluding sentence is like the topic sentence because both are general
statements. However, the topic sentence is usually the first sentence, a general
statement that introduces the topic to be discussed in the paragraph. The
concluding sentence is also a general statement, but it is the last sentence and
ends the paragraph.

The concluding sentence reminds the reader of the topic sentence. In fact, the
concluding sentence can be written like the topic sentence but in different words.

When you write a concluding sentence, you can use one of the
following methods.

• State the topic sentence in different words. Do not just copy the
topic sentence.

• Summarize' some (or all) of the main points in the paragraph.

You may begin the concluding sentence with a phrase that tells the reader
that the paragraph is completed:

All in all,...
In any event,...
In brief,...
Indeed2,...

In other words,.
In short,. ..
Therefore,...

Here are examples of topic sentences:

River rafting is a challenging sport with important requirements.

Mountain climbing is a very hazardous sport with special requirements and
strict climbing rules.

'summarize: to mention only the most important points; indeed: without any
question, in reality



Paragraph Organization

The Concluding
Comment

Here are the concluding sentences for each of the above topic sentences:

(In short,) if you are fearless and in good physical condition and can react
quickly, river rafting is the ideal outdoor sport for you.

Enjoy the glorious landscape, for that is your reward for having made it to the
top of the mountain!

After the concluding sentence of a paragraph, you may add a concluding
comment. This sentence is the writer's final comment or thought about the
subject of the paragraph. The purpose of the final comment is to give the reader
something to think about and to remember about the paragraph. In the following
example, the second sentence is the writer's final comment about river rafting.

Because river conditions can be dangerous at the higher levels of difficulty, the
wild, exciting adventure is only for the courageous and experienced. In short, if
you are fearless and in good physical condition and can react quickly, then river
rafting is the ideal outdoor sport for you.

P R A C T I C E :
Writing
Concluding
Sentences

Write a concluding sentence for each of the following topic sentences. You may
begin the concluding sentence with a conclusion phrase followed by a comma
(see page 80).

1. Writing a paragraph in English is easy if you follow these steps.

2. The cafeteria is an inexpensive place to eat.

3. My first day of school was a frightening experience.

4. Everyone in a car should fasten his or her safety belt.

5. Watching television situation comedy is a good way to learn English
conversation.
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P R A C T I C E :
Concluding
Comments

The following scrambled groups of sentences include a topic sentence, a
concluding sentence, and a concluding comment. Study each group carefully,
and underline the concluding comment sentence in each.

1. You can lose weight if you follow these steps. It will take both time and effort,
but the results will make you happy. Losing weight is not difficult.

2. Everyone should be aware of the dangers of heavy smoking. Smoking is the
cause of several serious diseases. Smoking can harm your lungs and heart.

3. A working couple should divide home responsibilities. By sharing the work,
they will have more time for leisure activities. A husband should be willing to
help his wife with the children, housework, and shopping.

4. It is important for consumers to be aware of the dangers of such false
advertising. These advertisements carry the message that young people can
smoke and still be good looking, healthy, and athletic. Cigarette
advertisements try to attract young people in several ways.

5. Take the boredom out of exercising and do it to music. Exercising to music
can increase your enthusiasm. Listening to fast lively music while running or
exercise dancing will make working out easier and fun.

PART B PreWriting (continued)

Outlining a
Paragraph

Simple Outline

An outline is a helpful guide for you to use as you write a paragraph. In an
outline, you list your ideas in the order in which you will write about them. Then
when you write the rough draft, refer to your outline. Doing so will help you to
stay on the topic and to write a well-organized paragraph.

This is what a simple outline looks like:

Topic sentence
A. Main supporting sentence
B. Main supporting sentence
C. Main supporting sentence

etc.
Concluding sentence

Turn back to the practice on pages 79-80 on brainstorming supporting
sentences. If you made a simple outline for the example in that practice, it
would look like the following model.
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MODEL;

Simple Outline
Snow Skiing

Snow skiers must take extreme precautions on the slopes.
A. They must consider the weather conditions.
B. They must consider the slope conditions.
C. They must consider their own ability.
D. They must obey the warning signs.

Snow skiing is a safe and enjoyable winter sport if skiers take
a few precautions.

Detailed
Outline

A more detailed outline might look like this:
Topic sentence
A. Main supporting sentence

1. Supporting detail
2. Supporting detail
3. Supporting detail

B. Main supporting sentence
1. Supporting detail
2. Supporting detail
3. Supporting detail

C. Main supporting sentence
1. Supporting detail
2. Supporting detail
3. Supporting detail

etc.
Concluding sentence

In this detailed outline, main supporting sentences A, B, and C are the main
points of the paragraph. Each of them supports the topic sentence. Supporting
details 1,2, and 3 are the supporting details for each main supporting sentence.
Of course, outlines are usually not as regular as this model. Every outline will
probably have a different number of main supporting sentences and a different
number of supporting details.

This is how a detailed outline for our example about snow skiing might look:

M O D E L ;

Detailed Outline

(continued on the next page)
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B. They must consider the slope conditions.
1. Icy surfaces
2. Rocks and tree stumps
5. Visibility
4. Crowds

C. They must consider their own ability.
1. Beginner
2. Intermediate
5. Expert

D. They must obey the warning signs.
1. Out-of-bounds markers
S. Closed trails and runs
5. Avalanche danger
4. "Slow" and "merging" trails
5. Hazards

Snow skiing is a safe and enjoyable winter sport if skiers take
a few precautions.

USin& (lit After you have prepared an outline, the next step, writing a rough draft, is easy.
duflltIP Because you have already organized your ideas, you can concentrate on writing

smooth and grammatically correct sentences. Start with the topic sentence, and
follo^ the points in your outline. Use the outline as a guide. If you want to change
something, do so. An outline is only a guide to help you. You should not feel that
you cannot add, delete, or change during this step in the writing process.

Here is the final paragraph about snow skiing after it was edited. The topic
sentence and concluding sentences are in bold type, and the main supporting
sentences are underlined. Notice the changes that have been made. The
paragraph generally follows the order of the ideas in the outline, but some
sentences have been changed. Even the topic sentence is a little different.

MODEL:
Edited Paragraph

Snow Skiing

Snow skiers should take a few precautions on the slopes for their

own safety and the safety of other skiers. Before going out, they should

check weather conditions. If it is stormy, they may not want to go at all.

Extreme cold can be dangerous, especially for beginning skiers, and wind makes

skiing unpleasant. Skiers should also know the conditions of the ski slopes. In

the early morning, the slopes may be icy. Hitting a patch of ice at high speed
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can cause hard falls and injuries. If the snow is not very deep, skiers should

watch for rocks and tree stumps. If visibility is poor because of blowing snow

or fog, skiers should slow down. In addition, skiers should ski cautiously if the

slopes are very crowded, especially in areas where there are many beginning

skiers. Of course, skiers should consider their own ability and not ski on runs

that are too steep. Beginners and intermediates should not ski down runs

marked "expert" or "advanced." Finally, skiers must obey all warning signs.

Some of these signs warn them about closed trails, avalanche danger, and

hazards such as rocks. Skiers should not ski beyond the out-of-bounds signs

because if they fall and are injured, no one will find them. Also, they should

always obey the "slow" signs in congested areas. If skiers take a few

precautions, snow skiing can be a safe winter sport that can be

enjoyed by people of all ages. Are you ready? Let's hit the slopes!

PART
SJ The Writing Process

On Your
Own!

Now let's complete the writing process you began at the beginning of the unit.
Write a paragraph about a special sport or activity that you are presently
enjoying, have enjoyed in the past, or plan to do in the future.

STEP I! At the beginning of the unit, you made notes from the list of questions on
Prewrite to Get Ideas page 69. You also made notes as your classmates asked questions and made

comments about your sport or activity.

STEP 2:
Organize the Ideas

First, make a list of the ideas in the order that you will write about them. Then
write a simple or a detailed outline.
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STEP 3: Write ROUGH DRAFT at the top of your paper.
Write the Rough Draft , ggg^ yom. paragraph with a topic sentence that names the topic and

controlling idea.

My drama classes have given me confidence.

Jogging is my favorite sport for several reasons.

Stamp collecting is an educational hobby.

• Write a rough draft. Use your outline as a guide.
• End your paragraph with a sentence that tells why this sport or activity is

special. Add your final thoughts or final comment.

STEP 4:
Editing the Rough
Draft

Edit the rough draft. Follow the editing procedure you used in previous units.

EDITING CHECKLIST

Writer's Questions Peer Editor's Answers and Comments

FORMAT

1. Is the format correct? Check the title, indenting, margins, and double spacing.

ORGANIZATION

2. Does the paragraph begin with a
topic sentence?

3. Does the topic sentence have a
clear controlling idea?

4. Do the supporting sentences
"prove"the main idea stated in
the topic sentence?

5. Does the paragraph end with a
concluding sentence?

6. Is there a final comment?

Copy the topic sentence:

Underline the topic and circle the controlling idea.

How many supporting sentences are there?
Do they prove the main idea?
yes no somewhat

Copy the concluding sentence:

yes no Does it fit the paragraph? yes no
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GRAMMAR AND MECHANICS

7. Is there a period at the end of
each sentence?

8. Are capital letters used where
necessary?

9. Are commas used correctly?

10. Are verb tenses correct?

Check each sentence. Does each one end with a period?
yes no Add any missing periods.

Write down any words that should be capitalized and are not:

Circle any comma errors. Add missing commas.

Underline any verbs that you think are not correct and
discuss the correction with the writer.

SENTENCE STRUCTURE
11. Does each sentence have a

subject and a verb and express
a complete thought?

12. Does each verb agree with
its subject?

13. Are both simple and compound
sentences used?

Check each sentence. Underline any sentences that you
have doubts about.

Write down any subjects and verbs that do not agree:

Which sentence type does this writer use the most often?
Circle one: simple compound other

STEP 5:
Write the Second
Draft

Write SECOND DRAFT at the top of your paper. Write the second draft of your
paragraph to hand in to your instructor.

STEP 6: After your instructor returns your paragraph, write a neat final copy to hand in
Write the Final Draft for final evaluation. Write FINAL DRAFT at the top of your paper.

A D D I T I O N A L
W R I T I N G

1. Write a paragraph about a bad habit of one of your friends, a family member,
a pet, or yourself.

2. Write a paragraph in which you tell about a pleasant, humorous, or
frightening dream.
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PREWRITING
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SENTENCE STRUCTURE
• Independent Clauses
• Dependent

Clauses/Complex
Sentences

• Complex Sentences with
Adverb Clauses

ORGANIZATION
• Unity ^
• Coherence

Using Transition Signals

Using Consistent Pronouns

THE WRITING PROCESS
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-in Unit 4, you studied the structure of the paragraph in detail and practiced
writing expository paragraphs. You are now ready to study more about
paragraph organization and the importance of having both unity and coherence
in a well-written paragraph.

A. Choose either topic 1 or 2.

1. Name an animal or object that is the national emblem' of your country. For
example, the bald eagle is the national emblem of the United States. It
supposedly possesses the qualities of courage, power, and majesty.2 The
Korean flag features the yin and yang circle, which symbolizes creation and
development. The flag as a whole represents the ideal of the Korean people
to develop forever together with the universe.

2. Name a cultural symbol such as an animal, building, statue, or other object
that has national significance in your country. For example, in Japanese
culture, the crane3 is the "king of birds" and is a popular symbol of long life.
The carp is the "king offish" and is the symbol of strength and perseverance.4

B. Brainstorm and list as many facts as you can about your country's national
emblem or cultural symbol. The following questions are only to help you get
ideas for your brainstorming list. Do not write answers.

1. What is the national emblem or cultural symbol?

2. What are its physical characteristics? (The eagle is large and has a heavy hooked
beak; stout legs and feet; long, sharp, curved claws; and long, broad wings.)

3. Where is the emblem used? (The bald eagle is on the official government
seal, on the ceiling of the Oval Office in the White House, on the top of
flagpoles, on the quarter and the one-dollar bill, etc.)

4. What meaning does the animal have? Longevity? Happiness? Prosperity?

5. Do you agree with the choice of this animal as the symbol of your nation or
culture? Why or why not?

C. After you complete your brainstorming list, read through it, and draw a line
through the items that you will not use.

D. Then work with a partner or small group. Discuss your choice, using your list
only as a guide. Your classmate (s) should ask you questions and share
information. Take notes about anything new.

E. Save your list and notes. You will use them later to write a paragraph.

'emblem: object that is the sign of something, a symbol; Majesty: greatness; 'crane:
large wading bird with a long neck and legs; perseverance: patience, determination
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As you read the model paragraph, notice the transition words and phrases.

Animals in Captivity"

Animals living in modern zoos enjoy several advantages over animals in the

wild; however, they must also suffer some disadvantages. One advantage of living

in captivity is that the animals are separated from their natural predators2; they

are protected and can, therefore, live without risk of being attacked. Another

advantage is that they are regularly fed a special, well-balanced diet; thus, they

do not have to hunt for food or suffer times when food is hard to find.

Furthermore, veterinarians3 give them regular checkups, and whenever the

animals are sick, they give them prompt medical attention. Because all of their

needs are taken care of, most zoo animals are healthy and contented. On the

other hand, zoo animals face several distinct disadvantages. The most important

disadvantage is that since they do not have to hunt for food or face their

enemies, some animals become bored, discontented, and even nervous. Another

disadvantage is that zoo visitors can endanger their lives. Some animals can pick

up airborne diseases from humans unless they are protected by glass walls.

Furthermore, visitors often throw human food or garbage at the animals. If they

eat it, they can become seriously ill and even die. In brief, even though animals in

modern zoos live in safe, artificial4 habitats,5 life in captivity brings with it a

whole new set of dangers. However, zoo professionals and workers always work

hard to keep these beautiful animals healthy and contented, and the public

should also cooperate fully in that effort.

QUESTIONS ON THE MODEL

I • What is the topic sentence? Underline it.

2. How many advantages does the writer list? Name them.

3. What transition words and phrases introduce the advantages?

4. Underline the sentence that introduces the disadvantages.

5. How many disadvantages does the writer list? Name them.

6. What transition words and phrases introduce the disadvantages?

'captivity: lack of freedom; predator: wild animal that kills to live; Veterinarian:
animal doctor; 4artincial: made by people; Habitat: natural home of a plant or an1 home of a plant or animal
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PART U Sentence Structure
In the first three units, you learned about simple and compound sentences. In
this unit, we will review what you already know and add a little information
about compound sentences. Then we will introduce you to a third kind of
English sentence, complex sentences.

Independent
Clauses

A clause is a group of words containing a subject and a verb. Some clauses
can stand alone as a sentence. This kind of clause is an independent clause.

A simple sentence is one independent clause.

Tom loves Erica.

1. A compound sentence is two independent clauses joined together by a
comma and one of the seven coordinating conjunctions: and, but, so,
or, nor, for, yet.

Tom loves Erica, and she loves him.
Jack loves Jean, but she loves Ronald.
Jack should forget Jean, or he will die a lonely man.
Jean doesn't love Jack, so she won't marry him.

2. Another way to make a compound sentence is to join the two
independent clauses with a semicolon. Notice that the first word after
a semicolon is not capitalized.

Tom loves Erica; she loves him.
Jack loves Jean; she loves Ronald.
Jean doesn't love Jack; she won't marry him.

NOTE: Or cannot be replaced by a semicolon.

3. A third way to make a compound sentence is to join the two
independent clauses with a semicolon + sentence connector + comma.
A sentence connector is a word such as however or therefore.

Here is a list of frequently used sentence connectors and their approxi-
mate meanings.

Sentence Connector

moreover
furthermore
however
otherwise
therefore

Meaning

and
and
but
or, in the sense of "if not"
so, in the sense of "as a result"

Tom loves Erica; moreover, she loves him.
Tom loves Erica; furthermore, she loves him.
Jack loves Jean; however, she loves Ronald.

Jean doesn't love Jack; therefore, she won't marry him.
Jack should forget Jean; otherwise, he will die a

lonely man.
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P R A C T I C E !
Compound
Sentences

Combine each of the following pairs of sentences to make a compound
sentence. Use all three ways you have just learned, and punctuate carefully.

1. Robots can do boring, repetitive work. They can do unsafe jobs.

a.

b.

c.

2. Robots can make minor decisions. They cannot really think.

a.

b.

c.

3. Robots don't get tired, sick, or hungry. They can work twenty-four hours a day.

a.

b.

c.

4. Human factory workers must learn new skills. They will be out of work
because of robots.

a. ••-.

b. (not possible)

c.
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A dependent clause is a clause (a group of words with a subject and a verb)
that does not express a complete thought and cannot stand alone.

There are different kinds of dependent clauses:

I* dependent adjective clauses

which can work twenty four hours a day.
who cannot work around the clock.

2. dependent adverb clauses

before the company installed robots
because production meets buyers' demands

3. dependent noun clauses

that robots are here to stay
whether they assemble watches or lift automobile parts

A dependent clause must be connected to an independent clause in order
to make a complete sentence, which is called a complex sentence.

Independent Clause

The company uses robots,

Robots will replace employees,
Production was average
Annual sales are now over one million

Dependent Clause

which can work twenty four hours
a day.
who cannot work around the clock.
before the company installed robots.
because production meets buyer's
demands.

The word that begins a dependent clause is called a subordinating
conjunction. In the examples you just read, the subordinating conjunctions are
which, who, before, and because. The first two signal a dependent adjective
clause, and the last two signal a dependent adverb clause. We will study adverb
clauses in this chapter and adjective clauses in a later chapter.

Write independent or dependent in front of each of the following clauses.

1. When we arrived at the airport two hours later.

2. We arrived at the airport two hours later.

3. Because the teacher gave such hard exams.

4. After they got married.



5. Afterward, they got married.

6. Which is not an easy thing to do.

7. Which student got the highest grade?

8. Who will go to the store?

9. While I was a student in high school.

10. Where he parked his car.

Dependent adverb clauses tell why, when, or where or introduce an
opposite idea.

They begin with one of these subordinating conjunctions:

1. To tell why: because, since, as

because all of their needs are taken care of
since all of their needs are taken care of
as all of their needs are taken care of

2. To tell when and where: when, whenever, since, while, as soon as, after,
before, wherever

when they are separated from their natural predators
' whenever the animals are sick

since modern zoos have been in operation
while zoo animals are living in a protected environment
as soon as they become sick
after animals pick up airborne diseases of humans
before they become bored
wherever they wander within their habitats

3. To introduce an opposite idea: although, though, even though

although animals in modern zoos live in safe, artificial habitats
though animals in modern zoos live in safe, artificial habitats
even though animals in modern zoos live in safe, artificial habitats

A complex sentence with an adverb clause consists of an independent clause
+ a dependent adverb clause. Most dependent adverb clauses can come at the
beginning or end of a sentence.

Pronoun Reference
When the subject or object of the independent and dependent clauses refer
to the same noun or pronoun, put the pronoun reference in the last clause.
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Comma Rule
If a dependent adverbial clause comes at the beginning of the sentence, it
is followed by a comma and the independent clause

Pattern 1: independent clause + dependent adverb clause

Veterinarians give the animals prompt medical attention whenever they are sick.

Some animals become bored since they do not have to hunt for food.

Pattern 2: dependent adverb clause + independent clause

Whenever the animals are sick, veterinarians give them prompt medical attention.

Since some animals do not have to hunt for food, they become bored.

In the following sentences, underline independent clauses with a solid line
and dependent clauses with a broken line. Then draw a circle around
subordinating conjunctions.

.» ^
1.Mlthougmyou may not believe it, this is a true story.

2. On August 23, 1994, Tyke, an African elephant, went crazy before she was to
perform at the Circus International in Honolulu.

3. Tyke became upset when a caretaker walked behind her.

4. After she picked him up, she threw him into the show area.

5. Because the show was just about to begin, the audience thought the attack
was a part of the performance.

6. When Tyke's trainer tried to rescue the caretaker, she crushed the trainer to death.

7. Tyke then wandered the streets for about thirty minutes while police chased
her.

8. Before she could attack anyone else, the police cornered and shot her
several times.

9. As soon as the bullets hit her, she fell to the ground.

10. Because Tyke was suffering from the gunshot wounds, Honolulu zoo workers
injected her with a deadly drug at the scene.

11. Animal rights supporters planned to sue the city of Honolulu and the owners
of the elephant since Tyke had previously been violent.

12. In another incident on April 21, 1993, Tyke had reacted violently when
someone walked behind her at a circus in Altoona, Pennsylvania.

13. In that incident, she damaged a wall after she ran through an entryway to the
circus arena.
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P R A C T I C E :
Writing Complex
Sentences

A. Combine a dependent clause from column A with an independent clause
from column B and write a complex sentence below. Some dependent
clauses can come either at the beginning or end of a sentence. Place any
pronoun in the last clause. Use correct punctuation. Write your answers on
a separate sheet of paper, and compare them with a partner's.

Examples
before he could swim away the shark bit John.

Before John could swim away, the shark bit him.______

The shark bit John before he could swim away.

A

1. although many people believe
animals don't feel human emotions

2. because they are social animals
3. for example, whenever two

friendly chimpanzees see
each other

4. after her baby chimpanzee had died
5. before six months had passed
6. since Banzo was born
7. wherever Banzo goes
8. since Sheena changed after

Banzo's birth

a. they clasp hands and call
out greetings

b. Sheena watches him with love
c. chimpanzees feel emotions like

joy, sadness, and love
d. she serves as an example of

animal emotion
e. Sheena became very sad
f. that is not true
g. Sheena is quite happy and smiles

a lot
h. Sheena became pregnant again

Write complex sentences using the given subordinating conjunction.

1. (because)

2. (although)

3. (before)

4. (when)
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Sentence Combining

Work with a partner on this exercise.
1. Combine the sentences in each group into one sentence. There is more than

one way to combine some of them.

2. Then write the sentences as a connected paragraph, starting with the
first sentence.

How Much Can Animals Think and Feel?

1. Scientists are discovering something.
Animals can think.
Animals can communicate their thoughts.
(Substitute the word that/or something.)
Scientists are discovering that animals can think and communicate

their thoughts. ___________________

2. Gorillas are close relatives of humans.
Chimpanzees are close relatives of humans.
Scientists have worked with them to study animal intelligence.

3. A young chimpanzee named Kanzi knows as much grammar as a two-and-
a-half-year-old child.
A gorilla named Koko uses sign language to communicate with her trainer.

4. Most people believe something.
Parrots can only imitate.
They don't understand what they are saying.
(Substitute the word that/or something.)

5. However, a parrot named Alex talks.
He seems to understand what he is saying.

6. He can answer questions about the color of a toy.
He can answer questions about the shape of a toy.
He can answer questions about the size of a toy.
He can tell what it is made of.

7. Furthermore, Alex can also feel.
Alex can communicate his feelings.

8. Alex made several mistakes in answering a question.
He apologized.
He turned away.
He did this one day. (Put this idea first.)

One day, when Alex ...______________________________

(continued on the next page)



9. Alex became sick.
His trainer had to leave him overnight in an animal hospital.
This happened another time. (Put this idea first.)

10. The hospital was a strange place.
Alex didn't want to stay there alone.

11. The trainer was going out the door.
Alex cried out, "Come here. I love you. I'm sorry. Wanna go back."

12. Dolphins also show emotion.
They do this during training.

13. They are correct.
They cry excitedly.
They race back to their trainer.

14. They are wrong.
They look sad.
They act depressed.

15. These few examples show something.
Even animals with small brains are smart.
Even animals with small brains have feelings.
(Substitute the word that/or something.)

Organization
It is important for a paragraph to have unity. When a paragraph has unity, all of
the sentences in it discuss only one idea. In the model paragraph on page 90, the
writer discusses both the advantages and disadvantages of animals in captivity.
First, the paragraph discusses the advantages, and then it discusses the
disadvantages; it has unity. To discuss anything else about the animals would
destroy the paragraph's unity.

Remember: All of the sentences in a paragraph must discuss the same idea.
If you start to discuss a new idea, start a new paragraph.

Find and cross out any sentences that do not belong in the paragraphs below.

1. New Sports

As people have more time and money to spend on recreation, new
sports are developed. Traditional sports such as racing-on foot, horses,
and skis, and in boats, cars, and airplanes-are still popular. Twenty -
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five years ago, no one had ever heard of windsurfing. Now it is the
S rage' at beach resorts everywhere. Thirty years ago, who would have

thought that intelligent men and women would jump out of airplanes
for fun, as they do in the sport of skydiving? Twenty years ago, not
many people believed that humans would be able to glide through the
air like birds, as they do in the popular sport of hang gliding.

•

X. Modern Zoos
Zoos are scientific centers with living laboratories. Scientists

conduct important research in reproductive programs in an attempt
to preserve some species. Zoologists can observe the animals mating
and giving birth. The natural living conditions of the various species

S is duplicated. Moreover, scientists can study the habits, diseases, and
behavior patterns of the animals at different stages in their lives.
That knowledge is used to keep them healthy and contented. The
temperature in the enclosed habitats is controlled although the
outside temperatures vary. Obviously, such scientific studies in zoos

(0 are very beneficial for all of the animals.

"•»<

S. Automated Customer Service
Today people have fewer human contacts as they go about their

personal business. To buy gas, you can pull up alongside a gas pump,
insert a credit card, and fill the tank without the help of an
attendant. The charge is made automatically to your credit card. You

S can pay for your purchase inside the station office. If you want to
make a deposit or withdraw some money from the bank, you can
step up to an automated teller machine (ATM) to complete your
business without talking to a teller. In fact, banking service charges
are rising rapidly. Moreover, to park in a public lot, you drive

to alongside a ticket dispenser machine, from which an automated voice
explains what you should do. The gate then opens and allows the car
in. When you leave, you insert the ticket in a machine, the gate
opens, and you are on your way. What are the disadvantages of
automated customer service?

'rage: widespread popularity
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f^nhprPTICP ^n Edition to unity, every good paragraph in a composition must have
coherence. One way to achieve coherence is through the use of transition signals.

Using Transition Transition signals are words and phrases that connect the idea in one sentence
Signals wltn Ae idea in another sentence. They are expressions like first/second,

moreover, however, and in brief. They make the movement between sentences in
a paragraph smooth, so the reader does not have problems understanding the
writer's ideas. As you will see in Unit 6, transition signals are also used in multi-
paragraph compositions to make the movement from one paragraph to the next
logical and smooth.

Read the following paragraphs. Is A or B easier to understand? Why?

Paragraph A
Americans love their pet dogs. They do many things for them. They

treat their pets like human beings. They like to talk to their dogs and
treat them like children. My neighbor Mrs. Green talks to her dog,
Ruffy, all the time. She takes him for a walk twice a day. She will not

5 leave him when he is sick. Americans send their dogs to training
school to be good and to listen to commands. Americans spend a lot of
money on their pets. They feed them expensive dog food with flavors
that people like such as beef, chicken, liver, and cheese. Their pets have
brightly colored balls, rubber bones, and other toys to play with. In the

10 winter, it is not unusual to see dogs with coats on to keep them warm.
Some dogs even wear collars with colorful, sparkling stones that look
like diamonds or rubies. Some owners bathe their dogs in the bathtub.
Others take their pets to a dog beauty shop. Their toenails are clipped.
Their fur is brushed and trimmed. They are given a bath with special

(5 dog shampoo. This beauty treatment costs about forty dollars.
Americans love their pet dogs a lot. They are willing to spend both
time and money on them. They believe that "a dog is man's best
friend." Dogs are loyal and dependable and are wonderful companions.

Paragraph B

Americans love their pet dogs, so they do many things for them. First
of all, they treat their pets like human beings. They like to talk to their
dogs and treat them like children. For example, my neighbor Mrs. Green
talks to her dog Ruffy all the time. Also, she takes him for a walk twice a

5 day and will not leave him when he is sick. Moreover, Americans send
their dogs to training school to learn to be good and to listen to
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commands. Second, Americans spend a lot of money on their pets. They
feed them expensive dog food with flavors that people like such as beef,
chicken, liver, and cheese. Also, their pets have brightly colored balls,

(0 rubber bones, and other toys to play -with. Some dogs even wear collars
with colorful, sparkling stones that look like diamonds or rubies. Some
owners bathe their dogs in the bathtub, while others take their pets to a
dog beauty shop. First, their toenaHs are clipped. Then their fur is
brushed and trimmed. Finally, they are given a bath with special dog

I S shampoo. This beauty treatment costs about forty dollars. In brief, because
Americans love their pet dogs a lot, they are willing to spend both time
and money on them. They believe that "a dog is man's best friend"
because dogs are loyal and dependable and are wonderful companions.

Paragraph B is easier to read and understand because the writer has used
transition signals. Each transition signal shows the relationship of one sentence
to another. Let's review the transition signals in Paragraph B.

• So tells you the result (or effect) of the first clause or sentence.
• First of all tells you that this is the first example that the writer is going

to give of the many things Americans do for their dogs. (The first
example is often the most important.)
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• Second tells you that this is the second example that the writer is going
to give.

• For example tells you that an example of the preceding statement(s)
will follow.

• Also, moreover tell you that an idea related to the one you just read is
coming.

• First, then, finally tell you the time order of the dog's beauty treatment.
• In brief'tells you that this is the end of the essay.

It is important to use transition signals as you write to connect one sentence
with another. You should learn to use them correctly. The following is a chart of
some of the common transition signals.

TRANSITION SIGNALS

Usage Sentence Connectors
Conjunctions

Coordinating Subordinating

To list ideas in time
order or order of
importance

first (second, etc.)
first of all
then
next
after that
finally

To add another idea furthermore
also
in addition
finally
moreover
besides

and

To add an opposite idea on the other hand
however

but although
even though

To add a similar idea andsimilarly
likewise
also

To give an example for example
for instance

To give a cause (or
reason)

for because
since
as

To give an effect
(or result)

therefore
thus
consequently
as a result

so

To add a conclusion in brief
all in all
indeed
in other words
in short
in the end
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Let's review how coordinators, sentence connectors, and subordinators are
used to combine sentences.

Coordinators (coordinating conjunctions) make compound sentences from
two independent clauses:

and
or

Independent clause, but + independent clause.
for
so
yet
nor

I like to swim, but I don't like to jog.
Swimming is good exercise, so 1 swim everyday.

Some sentence connectors can be used with a semicolon and a comma to
join two independent clauses into a compound sentence, or they can be used at
the beginning of a sentence with a comma only.

furthermore,
in addition,
moreover,

Independent clause; also, + independent clause.
therefore,
thus,
consequently,
on the other hand,
however,

I hate jogging; therefore, I never do it.
I hate jogging. Therefore, I never do it.

Other sentence connectors can only be used at the beginning of a sentence
and are usually followed by a comma.

All in all, + sentence.
In brief,

In brief, everyone should exercise regularly.

First,
First of all,
Second,
Third, + sentence.
Then
Next,
Finally,

First, bend at the waist, touch the floor, and count to five.
Second, raise your body slowly.
Then raise your hands above your head and count to five.
Finally, drop your arms to your sides.
Repeat the above exercise six times.

(NOTE: Then is usually not followed by a comma.)
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Subordinalors (subordinating conjunctions) are the first words in
dependent clauses. A dependent clause must be added to an independent clause
to make a complex sentence. Remember that the clauses can be in either order.
If the dependent clause is first, put a comma after it.

Pattern 1:
although

Independent Clause + when dependent clause.
because

I exercise every day although I hate it.
Walking is good for you because it exercises the heart.

Pattern 2:
Although
When dependent clause, + independent clause
Because

Because I have gained ten pounds, the doctor ordered me to get into an
exercise program.

[ZX333I30BBB A. Read the model paragraph on page 90 and underline all the transition
Transition SiWdls signals. Refer to the chart on page 102 if you need help.

B. In the following paragraph, choose an appropriate transition signal from
those listed after each blank and write it in the blank. In some cases there may
be more than one appropriate answer. Capitalize and punctuate correctly.

How Storms Are Named

Have you ever wondered how those big ocean storms called

hurricanes or typhoons get their names? "Who decides to name a

hurricane "Ann" or "Barbara" or "Bill"? The way hurricanes and

typhoons are named has changed over the years, and it is an

interesting story. Originally, weather forecasters described them by their

position in degrees of latitude and longitude ______________ a
I. in addition, for example, since.

typhoon might be called "81.20 north, 157.52 west"

_______________ this method was confusing because storms
2. then, however moreover

don't stay in the same place ______________ people developed
3. thus, therefore, in brief

other ways to identify them. In the Caribbean Sea, hurricanes were

named for the Catholic saint's days ___:__________ a
4. thus, for example, moreover



More About Paragraph Organization

hurricane that struck an island in the Caribbean on Saint Ann's Day

was named "Santa Ana." A weather forecaster in Australia used to

name typhoons after politicians whom he disliked

_______________ he wanted to make weather forecasts such as
5. because, for example, however

"Typhoon Smith is on a very destructive path" or "Typhoon Jones is

very weak and is not moving in any direction."

________'.______ during World War I, hurricanes and typhoons
6. in addition, later as a result

were named according to the military alphabet: Able, Baker, Charlie, etc.

during World War n, women's names began

for the next thirty-five years,
7. later, then, furthermore

to be used
8. so, therefore, and

weather forecasters talked about "Typhoon Alice" or "Hurricane Betsy."

_____________ in the 1970s, the women's liberation
9. however, then, in addition

movement came along and forced weather forecasters to use men's

after about 1975, a storm could

the way

names, too..
10. thus, for example, finally

be named "Gertrude" or "George."
1 1 . in short, so, as a result

hurricanes and typhoons are named has changed over the years and

will undoubtedly change again.
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C. Add the appropriate transition signals from each list to the following
paragraphs, and capitalize and punctuate them correctly. Do not use the
same transition signal more than once.

1. To list ideas in time order or order of importance
first (of all) then
after that next
second, third, etc. finally

To apply for a scholarship, follow these steps. ______ get an
a.

application form from your college's scholarship office. _____ fill It
b.

out completely and accurately. ______ ask two of your instructors
c.

to write letters of recommendation for you. ______ turn in the
d.

application form and letters to the scholarship office before the deadline.

2. To add an additional idea
and moreover
furthermore also
in addition

Today it is possible to get many services without making human

contact. For instance, an automatic teller machine (ATM) allows you

not only to withdraw cash but also to deposit funds without talking to

a teller. ______ you can buy snacks and beverages from vending
a.

machines that will accept your money and return any change

automatically. ______ by using your plastic telephone calling card,
b.

you can make national and international calls without operator

assistance. ______ you can earn college credits by taking television
c.

courses instead of going to class.

3. To add an opposite idea
but
however
on the other hand

An American breakfast is different from a Japanese breakfast.

Americans start their breakfast with orange or grapefruit juice or
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fruit. Moreover, Americans eat ham or bacon and eggs and toast

______ the Japanese eat broiled fish, rice, and pickled vegetables.
a.

Coffee is the beverage for Americans _____ green tea is the
b.

favorite drink for the Japanese.

4. To add a similar idea
and also
similarly

I am going to buy either a Rocket Minivan or a Super Minlvan.

The Rocket ______ the Super have standard dual air bags. The
a.

Rocket is equipped with four-wheel antilock brakes ______ the
b.

Super has the newest and best braking system. The Rocket seats five

people in the front and middle seats, plus two more in the rear of

the van; the Super does ______ .
c.

5. To give an example
for example
for instance

Students are motivated to learn English if they are allowed to be

successful. No matter how small their progress is, each step helps to

develop their self-confidence _____ if an international student has

mastered a difficult grammatical point or can use a new word correctly,

it will help to develop his or her self-confidence and self-respect.

6. To give a cause or reason
for since
because as

There have been fewer alcohol-related traffic deaths each year

______ authorities have strengthened existing laws. Alcohol as a
a.

factor in highway deaths has been declining since 1990 ______
b.

the "don't drink and drive" message seems to be getting through.
(continued on the next page)



This message is aimed at alcoholics, repeat offenders aged twenty-one

to thirty-four, and youths twenty-one and under ______ they
c.

need to be reminded the most.

7. To give an effect or result
so
therefore
consequently

During the 1960s, a period of noisy student demonstrations,

American colleges and universities had an easy grading system.

_____ many students were given more A's and B's and fewer
a.

C's. Some students still receive inflated grades. However, the faculty

at many schools have called for an end to grade inflation. ______
b.

students will now have to take their classes more seriously.

8. To add a conclusion
in short in the end

• in brief in other words

It Is no longer unusual to see men working as nurses,

secretaries, or nursery school and elementary school teachers.

Generally, less sexism* exists in these careers as men have proven

themselves to be as capable as women.

Using Another way to achieve coherence in writing is through the writer's consistent
Consistent2 choice of such elements as person (I, he, she, it, they, you, one), voice (active or
Prnnnunv passive), and register (formal or informal).

The following paragraph is not consistent in person. As you read the
paragraph, notice how the subjects of the sentences change from "a student" to
"they" to "you."

Incoherent Paragraph

A student who knows a few Latin and Greek roots and prefixes has an advantage
over a student who doesn't know them. They can often guess the meaning of unfamiliar
words. If, for example, you know that the prefix circum- means "around," you can guess the
meaning of words such as circumference, circumvent, circumstance, and circumnavigate when
you read them in a sentence.

'sexism: opinion that one sex is not as good as the other; consistent: the same,
nnt rhanrine
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In the following paragraph, the problem has been corrected. The subject
nouns and pronouns are consistent, and the paragraph has coherence.

Coherent Paragraph

Students who know a few Latin and Greek roots and prefixes have an advantage
over students who don't know them. They can often guess the meaning of unfamiliar
words. If, for example, they know that the prefix circum- means "around," they can
guess the meaning of words such as circumference, circumvent, circumstance, and
circumnavigate when they read them is a sentence.

Remember: Be consistent! If you use the pronoun / at the beginning of your
paragraph, keep it throughout. If you begin with a singular noun such as a
student or singular pronoun such as he, she, or it, don't change to plural the
students or they.

A. In each of the following paragraphs, circle the noun or pronoun that is the
topic of the paragraph and all of the pronouns that refer to it.

Paragraph 1

Sound requires a definite time to travel from one place to
another. The speed of sound in air depends on wind conditions,
temperature, and humidity. Sound travels faster through warm air
than it does through cold air. It travels about four times faster in
water than it does in air.

Paragraph 2

An Olympic athlete must be strong not only in body, but also in
mind. She or he has to train for years to achieve the necessary
strength and control over her or his sport to compete in the
Olympics. This requires great discipline and self-sacrifice. Similarly,
the Olympic athlete has to train her or his mind in order to compete
under extreme mental pressure. This, too, requires great discipline.
In other words, an Olympic athlete must be in top condition, both
mentally and physically.

B. The paragraphs on the next page lack coherence because the subject noun
or pronoun changes with the paragraph. Correct the inconsistent words by
making the subjects consistent in person and number. If necessary, change
the verbs to make them agree with their new subjects.

(NOTE: Paragraph 3 is more difficult to correct because it contains both active
and passive sentences. If you do not know the difference between active and
passive, do not do paragraph 3.)



Paragraph 1

Physicists are scientists who are involved in the discovery of the
basic laws of nature and the application of these laws to improve the
world. They are concerned with scientific wonders as large as the
universe or as small as an electron. He or she is a problem solver
who is curious about the universe and who is interested in what
gives it order and meaning.

Paragraph 2

Many students feel that learning to write well is a useless, time-
consuming task that has little to do with "real life"-that is, with their
future occupations. While this may be true if he or she plans to
become an auto mechanic or a waitress, it is certainly not true if you
plan to have a white-collar job. No matter what profession you
enter-business, engineering, government-you will have to write.

Paragraph 3

However, the process for writing a composition and, for example,
a business report is very similar. First, you collect information. Then
the information is organized into an outline. Next, the writer writes
the report or composition. After that, it is edited and revised. Finally,
you are ready to type it and submit it to your boss or teacher.

Add the appropriate transition words or phrases to show the relationship
between sentences. Also, add the appropriate pronouns.

University Professors

University professors have many duties. In the classroom,

professors must lecture to the students clearly and effectively.

____"^____ should encourage the students to participate

________ to
I. pronoun

actively in the learning process by guiding
2. pronoun

think, to participate in open discussions, and to ask questions.

a science professor lectures in the classroom
3. example
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and in the laboratory while he or she conducts experiments.

___________ ______:____ supervises students as they
4. addition 5. pronoun

carry out __________ experiments. Another professor may
6. pronoun

conduct research in ___________ field. ———————————
7. pronoun 8. example

Professor Smith did a study of freshmen male college students and

depression. __________ presented the scholarly paper* at a
9. pronoun

conference, and ___________ ___________ was published
10. time order 1 1 . pronoun

In a professional journal." ___________ Professor Ascher Is
12. addition

writing a textbook for a course ——————————— is teaching
13. pronoun

___________ the present textbook is Inadequate.
14. reason

___________ the faculty is required to maintain office hours
15. time order - last

for student advisement. During this time, students can get help on

difficult material or problems. Professors can ——————————— use
16. addition

this time for university-related activities. ———————————
17. conclusion

professors are always very busy. —-—————————
18. contrast

___________ usually enjoy the work ——————————— It
19. pronoun 20. reason

brings many challenges and personal satisfaction.

PART gl The Writing Process
On Your
Own!

Now let's complete the writing process you began at the beginning of the unit.
Write a paragraph about the national emblem or cultural symbol that has
significance in your country.

STEP I: At the beginning of the unit, you made notes from a list of questions. You also
Prewrite to Get Ideas wrote down notes as your classmate(s) asked questions and made comments

about your national emblem or cultural symbol.

'scholarly paper: long, high-level academic essay; ''journal: magazine
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STEP 2: First, make a list of the ideas in the order that you will write about them. Then
Organize the Ideas write a simple or a detailed outline to organize your thoughts.

STEP 3: Write ROUGH DRAFT at the top of your paper.
Write the Rough Draft

• Begin your paragraph with a topic sentence that names the topic and tells
what it is.

The national emblem of the United States is the bald eagle.

• Follow your outline and write a rough draft.
• Make sure your paragraph has unity and coherence.
• Use transition signals where appropriate.
• Use a combination of simple, compound, and complex sentences.
• End your paragraph with a sentence that tells why this emblem or symbol is

important. Add your final thoughts or final comment.

STEP 4: Edit the rough draft. Follow the editing procedure you have used in previous units.
Edit the Rough Draft
EDITING CHECKLIST

Writer's Questions Peer Editor's Answers and Comments

FORMAT

1. Is the format correct? Check the title, indenting, margins, and double spacing

ORGANIZATION

2. Does the paragraph begin with
a topic sentence?

3. Does the topic sentence have a
clear controlling idea?

4. Do the supporting sentences
"prove" the main idea stated in
the topic sentence?

5. Does the paragraph have unity?

6. Does the paragraph contain
transition signals?

7. Is the use of pronouns consistent?

8. Does the paragraph end with a
concluding sentence?

9. Is there a final comment?

Copy the topic sentence:

Underline the topic and circle the controlling idea.

How many supporting sentences are there?
Do they prove the main idea? yes no somewhat

Cross out any sentences that are irrelevant.

Write down the transition signals used:

Check for changes in pronouns.

Copy the concluding sentence:

yes no Does it fit the paragraph? yes no
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GRAMMAR AND MECHANICS

10. Is there a period at the end of
each sentence?

11. Are capital letters used where
necessary

12. Are commas used correctly?

13. Are verb tenses correct?

Check each sentence. Does each one end with a period?
yes no Add any missing periods.

Write down any words that should be capitalized and are not:

Circle any comma errors. Add missing commas.

Underline any verbs that you think are not correct and discuss]
the correction with the writer.

SENTENCE STRUCTURE
14. Does each sentence have a

subject and a verb and express
a complete thought?

15. Does each verb agree with its
subject?

16. Is there a variety of sentence
types in the paragraph?

Check each sentence. Underline any sentences that you have
doubts about.

Write down any subjects and verbs that do not agree:

Which sentence type does this writer use the most often?
Circle one: simple compound complex

STEP 5:
Write the Second Draft

Write SECOND DRAFT at the top of your paper. Write the second draft of your
paragraph to hand in to your instructor.

STEP 6:
Write the Final Draft

After your instructor returns your paragraph, write a neat final copy to hand in
for final evaluation. Write FINAL DRAFT at the top of your paper.

A D D I T I O N A L
W R I T I N G

1. Write a paragraph about the most frightening experience you have ever had.
Describe the events in the order that they happened. Use the appropriate
transition words and phrases. Use simple, compound, and complex
sentences. Punctuate them correctly.

2. Suppose friends came to visit you in your hometown or at your college. You
want them to have an exciting time. Write a paragraph telling how you would
entertain them for a few days. Name some sightseeing attractions and
restaurants as well as some exciting night spots that you would take them to.
Explain your choices. Refer to the entertainment section of your local
newspaper for ideas.

3. Write a paragraph about a current or former job that you either liked or
disliked. Begin with a sentence such as My job as a waitress in the Four Seas
restaurant was very stressful/ the best job I have ever had. Give reasons you
liked or disliked your job in your supporting sentences.
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PREWRITING

• Brainstorming

ORGANIZATION
• Overview of Essay

Organization
• The Introductory Paragraph
• Body Paragraphs
• The Concluding Paragraph
• Transitions between

Paragraphs

PREWRITING (continuel9
• Outlining an Essay

GRAMMAR AND
MECHANICS

• Present Perfect Tense
• Present Perfect vs.

Simple Past Tense
• Quotations

THE WRITING PROCESS
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Units 4 and 5 taught you how to plan, organize, and write paragraphs. In this
unit, you will use your knowledge about paragraphs to learn how to write essays.
As you will see, the structure of a paragraph is very similar to the structure of an
essay. They are so similar, in fact, that you can almost think of an essay as an
expanded paragraph.

Positive Influences Negative Influences

(continued on the next page)

Everyone agrees that television has had a tremendous influence on society since
it was developed in the 1940s. Some influences have been positive, but others
have been negative. With your entire class or in small groups of three or four
students, brainstorm the influences of television. Brainstorm both positive and
negative influences. Think about how television has changed communication,
education, and family life. Make two lists.



Keep,your brainstorming lists. You will use them later to write an essay.

Read the model essay and answer the questions that follow it.

The Computer Revolution, Part I

We live in the age of technology. Every day, new technology appears,

ranging from mini-CDs' that contain entire encyclopedias to giant space

telescopes that can send photographs of distant stars back to Earth. Of all the

new technological wonders, personal computers have probably had the

greatest influence on the daily lives of average people. Through computers, we

can now talk to people in any country, research any topic, work, shop, bank,

and entertain ourselves. Personal computers have especially revolutionized

communication and business practices in the past twenty years.

••• Perhaps the most important effect of personal computers has been to

expand our ability to communicate with the outside world. A lonely invalid2 in

Minnesota can talk with a similarly house-bound3 person in Mississippi.

Schoolchildren in Manhattan can talk via computer to schoolchildren in

Moscow. A high school student can obtain statistics for a history paper from a

library in London. A single computer user can send an e-mail4 message to

millions of people all over the world with one keystroke.5 Computer users can

get together in an on-line' "chat room"7 to discuss their interests and problems

with others who have similar interests and problems. For example, a person

whose hobby is collecting antique guns can share information with other gun

'mini-CD: small compact disk; invalid: sick person; ̂ ouse-bound: having to stay
inside the house; ''e-mail: electronic mail; keystroke: pressing of a key, or button, on a
computer keyboard; ^n-line: by modem (a piece of equipment that connects
computers by means of telephone lines); ^hat room: on-line place where computer
users "talk" to many people at the same time
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collectors via computer. A person who is planning a vacation and wants to

know the names of the best beaches in Hawaii can ask others who have already

been there for suggestions. People even start on-line romances in chat rooms!

The possibilities of computerized communication are indeed unlimited.

Besides improving communication, personal computers have made it possible

to do business from home. You can take care of personal business. For example,

you can buy airline tickets, send flowers to a friend, pay your bills, buy and sell

stocks, and even pay your taxes from your home computer at any time of the day

or night This is a great convenience for people who are busy during the day and for

physically disabled people who find it hard to leave their homes. Moreover,

telecommuting—working at home instead of going to the office—has become a

choice for thousands of business people. Suzanne Carreiro, a financial manager for a

large company in downtown Manhattan, has telecommuted from her home in New

Jersey for the past two years. She goes to her office only once a week. Four days a

week, she works at home and communicates with her staff by computer. She says,"!

am much more productive when I work at home because there are no

interruptions. I also don't have to spend three hours traveling to and from the office

every day. I save myself time, and I save my company money by telecommuting."

In brie(,the computer age has arrived, and it is changing our lives.

Computers have made communicating and doing business faster and more

convenient, and they have greatly increased our access to information. Just as

the invention of automobiles had an unplanned consequence—the growth of

suburbs—so will the invention of personal computers. We will have to wait

and see what these unintentional8 consequences will be.

QUESTIONS ON THE MODEL

1. According to this essay, what two areas have computers changed?

2. Find two sentences, one in the first paragraph and one in the last paragraph,
that name both of these areas. Double underline them.

3. Underline the topic sentences of the two middle paragraphs.

Unintentional; unplanned
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As you learned in Units 4 and 5, a paragraph is a group of sentences about one
topic and has three main parts: the topic sentence, the body (supporting
sentences), and the concluding sentence. Similarly, an essay is a group of
paragraphs about one topic and also has three main parts: the introduction, the
body, and the conclusion. The diagram below shows that a paragraph and an
essay have the same basic plan; an essay is just longer.

THE ESSAY

Introductory Paragraph -
General Statements

THESIS STATEMENT

THE PARAGRAPH

TOPIC SENTENCE

Supporting Sentences

(Concluding Sentence)
Topic Sentence

Body

(supporting sentences)

Body Paragraphs
TOPIC SENTENCE

Supporting Sentences

(Concluding Sentence)

Concluding Sentence
TOPIC SENTENCE

Supporting Sentences

(Concluding Sentence)

Concluding Paragraph -
CONCLUDING SENTENCE(S)

Final Thoughts

Let's examine each part of the essay.

The introduction is the first paragraph of the essay. It introduces the topic of the
essay and arouses the reader's interest. There are several ways to write an
introductory paragraph. In this book, you will learn to write a "funnel
introduction." A runnel introduction has two parts: several general statements
and one thesis statement.

General statements give the reader background information about the
topic of the essay. They should lead your reader gradually from a very general
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idea of your topic to a very specific idea. The first general statement in a funnel
introduction just introduces the topic. Like the lens of a camera moving in for a
close-up picture, each sentence that follows becomes more and more focused
on a specific topic. There is no exact rule about the number of general
statements you need; however, you should try to write at least three or four, and
they should be interesting enough to hold the reader's attention. It is permissible
to sprinkle a few interesting details in the general statements in order to attract
the reader's interest. However, you should not give any details that belong in the
body of the essay.

The thesis statement introduces the main idea of the essay.
• It states the specific topic of the essay.
• It may list the subtopics of the main topic.
• It may also mention the method of organization.
• It is the last sentence of the introduction.

Reread the introductory paragraph of the model essay "The Computer
Revolution." Notice how the sentences gradually move from the general topic of
technology to the specific topic of two areas that have been changed by personal'
computers. This introductory paragraph resembles a funnel, wide at the top
(beginning) and narrow at the bottom (end).

\We live in the age of technology. Every day, new technology appears,/
\ ranging from mini-CDs that contain entire encyclopedias of/
i information to giant space telescopes that can send photo-,
i graphs of distant stars back to Earth. Of all the new

technological wonders, personal computers have probably
had the greatest influence on the daily lives of average
people. Through computers, we can now talk to people
in any country, research any topic, work, shop, bank,
and entertain ourselves. Personal computers have
especially revolutionized communication and

business practices in
the past twenty years.

• The first two sentences introduce the general topic of technology.
The mini-CDs and giant telescopes are mentioned to attract the
reader's interest.

• The next two sentences narrow the general topic of technology to the
specific topic of personal computers. The details keep the reader
interested without revealing the essay contents.

• The final sentence is the thesis statement. It names the two subtopics
or specific areas changed by personal computers: communication
and business.



In the following introductory paragraphs, the sentences are in incorrect order.
Rewrite each paragraph on a separate sheet of paper, beginning with the most
general statement first. Then add each sentence in correct order, from the next
most general to the least general. Finally, write the thesis statement last.

1. (1) therefore, workaholics' lifestyles can affect their families, social lives, and
health. (2) Because they work so many hours, workaholics may not spend
enough time in leisure activities. (3) Nowadays, many men and women work
in law, accounting, real estate, and business. (4) These people are serious
about becoming successful; they work long hours during the week and even
on weekends, so they are called "workaholics."

2.

3.

(1) Therefore, anyone who wants to drive must carry a driver's license. (2) It
is divided into four steps: studying the traffic laws, taking the written test,
learning to drive, and taking the driving test. (3) Getting a driver's license is
a complicated process. (4) Driving a car is a necessity in today's busy society,
and it is also a special privilege.

(1) During this period, children separate themselves from their parents
and become independent. (2) Teenagers express their separateness most
vividly in their choice of clothes, hairstyles, music, and vocabulary. (3) The
teenage years between childhood and adulthood are a period of growth
and separation.

The body of the essay is made up of one or more paragraphs. Each of
these paragraphs has a topic sentence, supporting sentences, and sometimes
a concluding sentence. Each of the body paragraphs supports the
thesis statement.

Reread the two body paragraphs of the model essay. The topic sentence of
each paragraph introduces an area that has been changed by personal
computers. Then each topic sentence is followed by several sentences that give
specific examples of the changes.

Thesis statement

Personal computers have especially revolutionized communication and business
practices in the past twenty years.

Topic sentences
• Perhaps the most important effect of personal computers has been to

expand our ability to communicate with the outside world.

• Besides improving communication, personal computers have made it possible
to do business from home.

For the thesis statements on the next page, write topic sentences for supporting
body paragraphs. Follow the preceding example. Begin each topic sentence with
an order-of-importance or additional idea transition signal (first, in addition, etc.).
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1. Young people who live at home have several advantages.

a.

b.

c.

2. Owning a car is a necessity for several reasons.

a.

b.

c.

3. Women are superior to men in two ways.

a.

b.

The
Concluding
Paragraph

Concluding
Sentence(s)

Final Thoughts

The conclusion is the last paragraph of the essay. It does three things:
• It signals the end of the essay.
• It summarizes the main points.
• It leaves the reader with the writer's final thoughts on the subject.

Just as the introductory paragraph has two parts, the general statements and
the thesis statement, the concluding paragraph has two parts, the concluding
sentences and the final thoughts.

The first part of the concluding paragraph summarizes the main points or
repeats the thesis statement in different words. This may require one or more
than one sentence. The first sentence of a concluding paragraph sometimes, but
not always, begins with a conclusion transition signal such as In briefer In short.
It is not always necessary to use a conclusion signal, and you should avoid the
overused phrases In conclusion and In summary.

Thesis statement
Personal computers have especially revolutionized communication and business
practices in the past twenty years.

Concluding sentences

In brief, the computer age has arrived, and it is changing our lives. Computers
have made communicating and doing business faster and more convenient, and
they have greatly increased our access to information.

In the second part of the concluding paragraph, you may write your final
comments on the subject of your essay. This is the place to express your opinion,
make a judgment, or give a recommendation. However, do not add any new
ideas in the conclusion because it is the end of your essay. Just comment on what
you have already discussed.



Final thoughts

Just as the invention of automobiles had an unplanned consequence—the
growth of suburbs, so will the invention of personal computers. We will have
to wait and see what these unintentional consequences will be.

A. Read the following thesis statements. Circle the letter of the most
appropriate concluding sentence. Notice that most of the concluding
sentences begin with transition signals although it is not always necessary
that they do so.

1. My greatest problem in learning English is oral communication.

a. Indeed, learning to read and write English is difficult.
(b.) Indeed, because I do not speak English enough, my listening and

speaking skills have not improved.
c. Indeed, everyone should practice speaking English more.

2. Smoking is unhealthy because it can cause heart and lung disease;
moreover, it is expensive.

a. In brief, buying cigarettes is a bad idea.
b. In brief, smoking affects your health, and it is also a waste of money.
c. In brief, smoking is a bad habit.

3. In my opinion, college grades are necessary because they motivate students
to .do their homework and to attend class regularly.

a. Therefore, college grades are important.
b. Therefore, students should be graded for their own good.
c. Therefore, college grades are important because they cause students to

be more serious and to try harder.

4. My major goals are getting a part-time job and mastering the use of the
English language.

a. In short, if I do not reach my goals, I will be unhappy.
b. In short, finding a job and using English well are important to me.
c. In short, my major goals are getting a part-time job and mastering the

use of the English language.

5. London has excellent bus and subway systems.

a. It is clear that the public transportation system in London provides
reliable service at all times.

b. It is clear that taking a bus in London is convenient.
c. It is clear that taking public transportation is a good way to get around

in London.



Essay Organization

B. Read the following thesis statements. Write a concluding sentence based on
the information in each thesis statement.

1. Drunk drivers are the greatest danger on our country's roads.

Therefore people shouldn't drink and drive.__________________

2. There are several disadvantages to owning a big car.

In brief, ________________________

3. Smoking in restaurants should be banned because it clouds the air, it smells
bad, and it can ruin customers' appetites.

It is clear that ________________________________

4. Eating in a restaurant is better than eating in a fast-food place because the
atmosphere is more pleasant, the food is more delicious, and the food is
served to you at your table.

A. Read the following conclusions. Circle the letter of the most appropriateP R A C T I C E :
Final ThoUBhtS ""sl thought for each one. Notice the transition signals that introduce the

writer's final thoughts.

1. In short, television provides many hours of good, free entertainment that the
whole family can enjoy.

a. However, television can also take over our lives if we do not know when
to turn it off. Therefore, we must not watch television at the expense of
other activities.

b. However, violence on television can have a very negative effect on children
because they cannot separate make-believe' from the real world.

c. In fact, I like to watch about four hours of television every night.

2. Smokers on the job make it uncomfortable for their co-workers;
furthermore, they are less productive on the job than nonsmokers.

a. Therefore, smoking is bad for everyone's health.

b. Therefore, smokers should smoke outside the workplace only.

c. Therefore, if smokers want to get along with their co-workers and
improve their work performance, they should stop smoking on the job.

________ (continued on the next page)
'make-believe: something imagined or pretended



3. These examples have shown that it is no longer unusual to see men working
as nurses, secretaries, and elementary school teachers.

a. Indeed, there is less sexism in the working world as men have proven
themselves to be as capable as women.

b. So, young boys should be encouraged to go into these careers.

c. Therefore, women should become airline pilots, bridge construction
workers, and symphony conductors.

B. Read the following concluding sentences. Write a final thought based on the
information in each concluding sentence. Begin each of your final thoughts
with a transition signal like Indeed, or Therefore.

1. Because a working mother has limited time, her husband should help with
the children and housework as much as possible.

2. People who like to get suntanned may get skin cancer.

3. In short, divorce produces many unhappy, lonely men and women, and it
also affects their children.

Just as it is important to use transition signals to show the connection between
ideas within a paragraph, it is also important to use transition signals between
paragraphs to show how one paragraph is related to another. For example, in the
model essay, both body paragraphs are about the positive effects of computers.
Therefore, the writer uses an "additional idea" transition signal at the beginning
of the second body paragraph to show that another positive idea will be
discussed. Furthermore, she repeats the first topic (communication) to link the
two paragraphs even further.

Besides improving communication, personal computers have made it possible
to do business from home.

She could have used any of the transition signals in the list that follows. The
four on the left are sentence connectors, which you practiced in Unit 5. The two
on the right are new. The advantage of using the new ones is that you can repeat
the topic of the preceding paragraph in the same sentence that you name the
topic of the next paragraph. This technique helps link your body paragraphs into
a coherent, cohesive essay.

Notice that Besides appears in both lists. In the list on the left, Besides is a
sentence connector and must be followed by a comma and an independent
clause. (Turn back to page 91 in Unit 5 if you need to refresh your memory about
sentence connectors.) In the list on the right, Besides is a preposition. Because it
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is a preposition, it must be followed by a noun or gerund, which is an -ing word
used as a noun. Similarly, In addition is a sentence connector, and In addition to
is a preposition.

Study the examples below the chart. In the first pair, the new transition
signals are used with gerunds. In the second pair, they are used with nouns.

"ADDITIONAL IDEA" TRANSITION SIGNALS

Sentence Connectors Prepositions

Furthermore,...

In addition,...

Moreover,...

Besides,...

Besides . . .

In addition to .

Besides suffering from the cold, we also suffered from hunger.

In addition to suffering from the cold, we also suffered from hunger.

Besides the cold, we also suffered from hunger.

In addition to the cold, we also suffered from hunger.

If the next paragraph is about an opposite idea, use one of the following
transitions:

'•OPPOSITE IDEA" TRANSITION SIGNALS

Sentence
Connectors Subordinators Prepositions

On the other hand,...

However,...

Although . . .

Even though

Despite ..

In spite of.

Like the prepositions in the previous list, the two prepositions in this list can
be followed by gerunds or by nouns.

Despite being wet and hungry, we continued our hike.

In spite of the rain and our hunger, we continued our hike.



Suppose the model essay on pages 116-117 had four body paragraphs instead of
two. Add transition signals to the beginning of each extra paragraph to link it to
the one before it.

I • The first extra paragraph would follow the paragraph about personal computers
and business. Reread the model essay on pages 116-117. Then add an
appropriate transition signal to the beginning of this new paragraph, which
would begin at line 37 of the model, to show how it relates to the one about
business. Does it present an additional positive idea or a negative (opposite) idea?

personal computers have changed the world of education. Elementary school-

children are learning to write, practice math, and create computer art. High

school students no longer need to spend hours in the school library xxxx

xxxxxxxxxxxx xxxxxxx. Xxxxxxxxxxxxxxxxxxxxxxxxx xxxxxxxxxxxx

xxxxxx xxxxxxxxxxxx xxx. Xxxxxxxxxxxxxxx xxxxxxx xxx xxxxxxxxx xx...

2. Now add an appropriate transition signal to the beginning of the second
extra paragraph to show how it relates to the preceding one about education.
Does it present an additional positive idea or a negative (opposite) idea?

-.not

everyone agrees that computers are good for education. Replacing a teacher

with a machine is not progress, according to some critics. Young children

especially need a real teacher, not a machine, to guide their learning. Xxxxx

xxxxxxxxxxxx xxxxxxx. Xxxxxxxxxxxxxxxxxxxxxxxxx xxxxxxxxxxxx

xxxxxx xxxxxxxxxxxx xxx. Xxxxxxxxxxxxxx xxxxxxx xxx xxxxxxxxx xx. . .

Prewritins (continued)
Outlining is an important step in the writing process because it helps you
organize your ideas. It is even more important to make an outline when you are
planning an essay because you have many more ideas and details to organize.

In Unit 4, you learned how to make simple and detailed outlines for a
paragraph. Now let's expand your knowledge and learn how to make an outline
for an essay.

As you remember, a simple outline for a paragraph looks like this:

SIMPLE PARAGRAPH OUTLINE

Topic sentence

A. Main supporting sentence
B. Main supporting sentence
C. Main supporting sentence

etc.
Concluding sentence
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An outline for an essay looks like this:

ESSAY OUTLINE

I. Thesis statement

II. Topic sentence

A. Main supporting sentence
1. Supporting detail
2. Supporting detail

B. Main supporting sentence
1. Supporting detail
2. Supporting detail
3. Supporting detail

C. Main supporting sentence
Supporting detail

(Concluding sentence)

III. Topic sentence

A. Main supporting sentence
Supporting detail

B. Main supporting sentence
1. Supporting detail
2. Supporting detail

C. Main supporting sentence
Supporting detail

(Concluding sentence)

IV. Topic sentence

A. Supporting detail
B. Supporting detail
C. Supporting detail
D. Supporting detail
(Concluding sentence)

V. Concluding sentence(s)

Final thoughts

Notice these points:

1. The topic sentence of each paragraph is given a Roman numeral (I, II,
III, IV V, VI, VII, VIII, IX, X, etc.).

2. Each main supporting sentence is given a capital letter (A, B, C, D, E, etc.).
If there are no main supporting sentences but only supporting details,
then they are given capital letters as in IV of the preceding essay outline.

(continued on the next page)



3. Each supporting detail is given an Arabic number (1,2,3,4,5, etc.).

4. Each time the outline moves from a Roman numeral to a capital letter
to an Arabic number, the text is indented. Indenting makes it easy to see
the movement from big to small, from main ideas to specific details.

5. Letters and numbers are used when there are two or more items in a
group. In the essay outline, only one supporting detail is given under II.
C and III. A and C; therefore, no numbers are given. However, the single
supporting detail is indented in line with the other supporting details
that are numbered.

NOTE: An outline is only a guide to help you as you write your essay. It can be
changed at any time; that is, you can make additions or deletions to your outline
as you are writing.

Complete the following outline for the model essay on pages 116-117. Notice
that the thesis statement, first topic sentence, and concluding sentences are
written out completely. You should write out the second topic sentence
completely, but you may use short phrases to list the other points if you wish.

The Computer Revolution
I. Personal computers have especially revolutionized commun-

ication and business practices in the past twenty years.

n. Perhaps the most important effect of personal computers
•has been to expand our ability to communicate with the
outside world.
A. A lonely invalid . ..
B.
C.
D.
E. Chat rooms

(example) 1.
(example) S.
(example) 3.

Concluding
Sentence:

m.
A. Take care of personal business at home

1. Buy airl ine tickets
8.
3.
4.
5.
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B.
c.
(example) Suzanne Carreiro

IV. In brief, the computer age has arrived, and it is changing
our lives. Computers have made communicating and doing
business faster and more convenient, and they have
greatly increased our access to information.

P R A C T I C E :
Outlining
an Essay

Develop an outline for your own essay.
1. Review your brainstorming ideas from the beginning of the unit. Then

prepare a detailed outline for an essay on the positive OR on the negative
influences of television. Do not write on both positive and negative
influences now. Make sure your outline contains a clear thesis statement,
two to four body paragraphs, and the concluding sentence(s) of your
concluding paragraph. The body paragraphs should have topic sentences
and several supporting points and examples. Use the computer revolution
outline in the preceding practice activity as a model.

2. Show your outline to a classmate. Share information, ideas, and examples
with each other. Revise your outline if necessary.

3. Plan what transition signals you will use between the body paragraphs. Note
them on the outline in pencil.

4. Your instructor may ask you to hand in your outline or to keep it until you
write the complete essay at the end of this unit.

PART BGrammar and Mechanics
MODEL ESSAY:

Present Perfect
Tense, Quotations

As you read the model, notice the verb tenses used. Also, notice how quotations
are used to support main points.

The Computer Revolution, Part II

Technology brings problems as well as benefits to humankind. Since Henry

Ford began mass-producing automobiles in 1908, they have provided us with a

cheap and convenient means of transportation. However, they have also

brought us traffic jams and air pollution. A technological development that is

changing our lives as much as the automobile is the personal computer. Since

(continued on the next page)



the 1980s, personal computers have become common in homes, schools, and

businesses, and just as automobiles have brought unexpected problems, so have

personal computers.

To begin with, communication by computer has caused some problems.

Although we can easily send a message to hundreds of people in an instant, we

can also receive hundreds of messages, both wanted and unwanted, in just a few

minutes. A newspaper reporter for the Chicago Herald-Tribune recently received

more than twelve hundred e-mail messages in one day! It took her several hours

to read them. Only a few were important; most of them were "junk mail."' She

complained, "This isn't the first time this has happened. It's a terrible waste of my

time and energy, yet I have to read through all of them because I don't want to

miss anything important for a story I'm working on." The lack of censorship in

cyberspace2 is another problem that no one has solved yet. Our expanded ability

to communicate means that anyone with a computer can communicate anything

to anyone on any subject at any time. Therefore, a computer-literate3 child can

receive pornographic4 photos and listen to chat-room conversations about sex.

These examples show that the computer revolution has created problems as well

as benefits in the area of communication.

,\n addition to problems in communication, computers have also caused

problems in business. They have created excellent opportunities for

computerized crime. Computer hackers5 use their skills to obtain secret

business information and to steal money. For example, Kevin Mitnick, a

computer hacker from California, obtained twenty thousand usable credit card

numbers by breaking into the computer files of a credit card company. He also

erased the accounting records of another big company before he was caught

and arrested. In addition, banks worry that hackers will learn how to transfer

money out of customers' accounts into their own. "So far, we have been able

to stay one step ahead of the hackers in this particular game," said Charles

Buckley.a bank spokesperson, "but security is never one hundred percent in

any business."

'junk mail: mail, such as advertisements, that people don't necessarily want to receive;
2cyberspace: worldwide network of computers; computer-literate: knowing how to
use a computer; ''pornographic: designed to arouse sexual excitement; computer
hacker: person who tries to get into computer files without authorization
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Moreover, the use of computers has depersonalized6 business. People are

no longer customers; they are account numbers. Companies do not seem to

care what your name is; they only want to know your number. Face-to-face

business transactions are no longer necessary; you can buy almost anything you

need by computer, phone, or fax. Also, as telecommuting becomes more

common, workers in the same company interact with each other less and less.

Someday it may be possible to have a company of people who have never met

face-to-face! Is this desirable? Insurance company employee Meredith Bruce

doesn't think so. "I feel out of touch with what is really happening in my

company, and I miss the social interaction with my co-workers," she says.

Social isolation7 may be an unexpected cost of the computer revolution.

It is clear that personal computers have made our lives easier, but they

have done so at a cost. As with every new invention, there have been

unforeseen consequences. It is up to us to find the solutions to the problems

as well as to enjoy the conveniences of this new tool.

QUESTIONS ON THE MODEL

I • Find and double underline the thesis statement and the concluding sentence.

!• Underline the topic sentences of the body paragraphs.

3. Circle the transition signals.

The present perfect tense links the past with the present.

Use it when the action began in the past and is still continuing in the
present. Use it also when the action still affects the present or when it is
important in some way to the present in the mind of the speaker.

The computer age has improved our lives in numerous ways. (This action
began in the past and is still happening.)

I have never used a computer. (... but I might still use one.)

"depersonalized: made less personal; Social isolation: feeling of being separate from
the rest of society



The present perfect is also frequently used for repeated actions in the past.

There have been several cases of credit card theft via computer. (Repeated
action in the past.)

The time words since and yet require the present perfect tense. When since is a
subordinator, use the present perfect in the independent clause (not in the dependent
clause that starts with since).

Since Henry Ford began mass-producing automobiles in 1908, they have
provided us with a cheap and convenient means of transportation.

When since is a preposition, use the present perfect in the same clause.

Since the 1980s, personal computers have become common in homes, schools,
and businesses.

Also, use the present perfect in any clause when yet is a time word. Do not
confuse the time word yet with the coordinating conjunction yet.

Time Word: The lack of censorship in cyberspace is another problem that
no one has solved yet.

Coordinating Conjunction: Computers are useful tools, yet they can
cause many problems.

Imagine that you are a well-known television news reporter who interviews
famous people all over the world. Think of a famous person about whom you
would like to know more, and write five questions in the present perfect tense to
ask him or her. Your famous person may be living or dead, and the questions may
be serious or humorous.

(for Queen Elizabeth II of England)
Have you ever washed dishes?
How many years have you been a queen?

(forYuri Gagarin, first man in space)
Have you ever been afraid of the dark?

Now, exchange papers with a classmate, and write answers to each other's
questions.

The simple past tense is the verb form used for an action that began in
the past and was completed in the past. The present perfect is used for
an action that began in the past but is still happening or is still influencing
the present.



Essay Organization

Simple Past

I lived in Hawaii for three years.
(I don't live there now.)

She lived a happy life. (She is dead.)

They got married in 1995.
(Their wedding was in 1995.)

They were married for a year.
(They aren't married now.)

Present Perfect

I have lived in Hawaii for three years. (I
moved there three years ago, and I am
still living there.)

She has lived a happy life. (She is still
living.)

They have been married since 1995.
(They are still married. Remember that
since requires the present perfect.)

They have been married for a year.
(They are still married.)

P R A C T I C E :
Present Perfect vs.
Simple Past Tense

In the following sentences, choose either simple past or the present perfect form
of the verb in parentheses, and write it in the blank.

1. Van Ng and his family (leave) ________ Vietnam in 1988.

2. They (wait) ________ in a refugee camp in Thailand for six months

until they (receive) _________ permission to enter the United States.

3. Now Van and his family are living in Texas. They (live) ________ there

since 1995.

4. Before that, they (live) in Minnesota, but it (be)

too cold there, so they (move)

5. Van's father (not find) ________ a job in Texas yet.

6. When they were in Minnesota, he (work) ________ on a dairy farm.

7. Van and his brothers (study)

refugees in Minnesota.

8. Since last year, however, they (attend)

American children.

English at a special school for

the local school with

9. Van's older brother is the only one who doesn't go to school because he

(graduate) ________ two years ago.

10. A big problem for the Ng family when they first (come) ________ to

America (be) ________ the food; they (not like) ________ it.

(continued, on the next page)



11. At first, Mrs. Ng (cook)

12. When they (move)

only Vietnamese food for her family.

to Texas, however, she (become)

________ friends with a Mexican neighbor.

13. Her new friend (teach) ________ her how to prepare spicy Mexican

food, and chili con came (be) ________ a family favorite ever

since then.

14. However, they (not learn)

15. Although the Ngs (live)

than six years, they (not give up)

their country.

to enjoy American hamburgers yet.

in the United States for more

hope of returning to

Present Perfect Tense
Write two or three paragraphs about yourself. In one paragraph, write about
your education, both in the past and now. When did you start school? How many
schools have you attended? When did you attend each school? What classes have
you studied? How long have you been/were you in high school? How long have
you attended your present school? How many years ago did you finish elementary
school? What did you learn?

• You might write sentences like the following. (Be careful to use simple past
and present perfect appropriately.)

I started school when I was five years old. I have been a student for seventeen
years now ...

• In another paragraph, write about any jobs or work experience you have had
in the past.

Last year, I worked for my father in his business.

• In another paragraph, write about what you have always liked or hated to
do. Write three or four sentences to explain why.

I have always loved to eat. The kitchen has always been my favorite room in
the house . . .

I have always hated to do homework. When our teacher gave us ...

• With a partner, edit and revise your composition. Check your own and your
partner's composition especially for the appropriate use of simple past and
present perfect verbs.
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Direct quotations are often used in academic writing as supporting sentences.
In fact, if you use someone else's words in a paper, you must use quotation
marks. If you do not put quotation marks around the borrowed sentences, you
are guilty of plagiarism. If you were writing about the effects of television on
children, for example, you could find magazine or newspaper articles on the
topic and copy sentences from the articles in your essay, but you must use
quotation marks around the copied sentences. Notice how quotations are used
to support ideas in the two model essays.

Main point: Telecommuting is a popular new choice for workers.

Quotation: Suzanne Carreiro says,"! am much more productive when I work
at home because there are no interruptions. I also don't have to
spend three hours traveling to and from the office every day. I save
myself time, and I save my company money by telecommuting."

Main point: Telecommuters feel isolated.

Quotation: "I feel out of touch with what is really happening in my company,
and I miss the social interaction with my co-workers," she says.

Main point: Banks worry that hackers will learn how to transfer money out
of their customers' accounts into their own.

Quotation: "So far, we have been able to stay one step ahead of the hackers in
this particular game," said Charles Buckley, a bank spokesperson,
"but security is never one hundred percent in any business."

RULES EXAMPLES

1. Use a "reporting phrase" such
as she says, she said, he stated, he
added, he continued, or they
reported. The reporting phrase
may come before, after, or in
the middle of the quotation,
and the verb may be in any
tense that is appropriate. Put
commas between the quotation
and the reporting phrase.
Capitalize the first word in the
quotation.

2. Another useful reporting phrase
is according to followed by the
name of a person, newspaper,
magazine, or book.

"I love you," he said.

"I love you," he continued, "but I
hate your dog."

He asked, "Will you marry me?"

According to graduate student
Melanie Wortiska, "Especially useful are
news shows such as 20/20 that deal
with important issues."

According to an article in the Santo
Cruz County Sentinel, "About two-thirds
agreed that children their age are
influenced by things they see on TV."

(continued on the next page)



RULES EXAMPLES

3. Give the person's title or occu-
pation if he or she is not well
known. In other words, give
enough information about the
person so that the reader will
know that he or she is qualified
to speak about the topic. The
easiest way to do this is to
put the information in an
appositive. (Refer to page 154 in
Unit 7 for more information on
appositives.)

4. Use quotation marks [" "] be-
fore and after the exact words of
the quotation, Notice that both
quotation marks go above the
words, not below them or on
the same line. If you omit words
from a quotation, put three dots
[ . . . ] in their place. If you add
words, put brackets [ ] around
the added words.

5. Put periods inside the quo-
tation marks at the end of the
.sentence. The period changes
to a comma if the quotation
comes before the reporting
phrase.

6. Put question marks and ex-
clamation points belonging to
the quotation inside the quo-
tation marks no matter where
the reporting phrase comes.

Suzanne Carreiro, a financial manager
for a large company in downtown
Manhattan, complains,"________

Charles Buckle/, a bank spokesperson,
states,'

Housewife Jessica Wang said,"

She replied,"! don't love you."

"In fact, I don't even like you,"
she continued.

He asked, "Why not?"

"Because you hate my dog!" she
shouted.
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P R A C T I C E :
Punctuating
Quotations

Punctuate the following sentences containing quotations. Add quotation marks,
commas, and capital letters.

1. Dr. T. Berry Brazelton said the average child today spends more time in front
of a TV set than she does studying in school or talking with her parents.

2. as a result he added children often learn more about the world and about
values from television than from their families.

3. a majority of child characters on ABC, NBC, CBS, and Fox programs tend to
engage in antisocial behavior such as lying or physical aggression reported
Scott Dietrich, president of Parents for Responsible Programming.

4. advice columnist Abigail van Buren wrote in a recent column the television
set may provide some people with the only human voice they hear for days.

5. it provides news and entertainment for millions of people who cannot leave
the comfort, privacy, and safety of their homes she continued.

6. not everyone can attend college in a traditional way says Greenhills College
professor Caroline Gibbs so we televise courses that students can view on
their TV sets at home.

PART
H The Writing Process

On Your
Own!

Now let's complete the writing process you have been working on in this unit.
Write an essay about the positive or negative effects of television. Use the
outline that you completed in the Practice on page 129 (which was Step 2),
and continue the writing process with Step 3.

STEP 3:
Write the Rough Draft

STEP 4:
Edit the Rough Draft

Write ROUGH DRAFT at the top of your paper and write a rough draft from
your outline.
• Add some quotations to support your points. On pages 140-141 are three

newspaper articles that you may use as a source of quotations. You may also
look for quotations in newspapers and magazines on your own, and you
may ask your classmates and teachers for quotable statements.

• Connect the paragraphs of the body with transition signals.

Edit your rough draft. Follow the editing procedure you used in previous units.



3 Unit 6

EDITING CHECKLIST

Writer's Questions Peer Editor's Answers and Comments

FORMAT

1. Is the format correct? Check the title, indenting, margins, and double spacing.

ORGANIZATION

2. Does the essay have an intro-
duction, a body, and a conclusion?

Introduction
3. Do the general statements

• give background information?

• attract the reader's attention?

4. Does the thesis statement state
a clearly focused main idea for
the whole essay?

Body
5. Does each body paragraph have

• a clearly stated topic sentence
with a main (controlling) idea?

• good development with suf-
ficient supporting details (facts,
examples, and quotations)?

• unity (one idea per paragraph)?

• coherence (logical organization,
transition words, and
consistent pronouns)?

Conclusion
6. Does the conclusion

• restate your thesis or
summarize your main points?

• give your final thoughts on the
subject of your essay?

How many paragraphs does the essay have?
How many paragraphs are in the body?

How many general statements are there?
Is this a funnel introduction? yes no

Does it stimulate your interest in the topic? yes

Copy the thesis statement here:

Write the main idea for each body paragraph:

List one supporting detail from each body paragraph:

Underline any sentences that break the unity.

List the transitions between each body paragraph:

What kind of conclusion does the essay have?

(Check one.) __ summary of the main points

__ restatement of the thesis
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GRAMMAR AND MECHANICS

7. Are quotations used correctly? Check each quotation for commas, capital letters, and
quotation marks

8. Are commas used where
necessary?

9. Are verb tenses used
appropriately?

Circle any comma errors. Add missing commas.

Check each verb for the appropriate tense. Circle any that
you have questions about.

SENTENCE STRUCTURE
10. Do all sentences contain at least

one subject and one verb and
express a complete thought?

11. Does the essay contain a
variety of sentence types?

Underline any sentences that you have questions about.

What sentence type does this writer use the most often?
Circle one: simple compound complex

STEP S:
Write the Second
Draft

Write SECOND DRAFT at the top of your paper. Write the second draft of your
essay to hand in to your instructor.

STEP 6: After your instructor returns your essay, write a neat final copy to hand in for
Write the Final Draft final evaluation. Write FINAL DRAFT at the top of your paper.

A D D I T I O N A L
W R I T I N G

Write about the changes that an invention has already caused or will cause in the
future. You might write about the automobile, the telephone, the cellular
telephone, plastics, artificial hearts, respirators ("breathing machines"), organ
transplant technology, genetic engineering, or any other technological device or
process that you know about.



Use these articles for Step 3 on page 137.

DOES TV TEACH
VIOLENCE?

A law was passed in the United
States in 1996 requiring television sets
in the future to have V-chips. These are
small devices that allow parents to
block out programs containing vio-
lence or other content that parents do
not want their children to see. This law
was passed because research shows
that violence on TV has a harmful
effect on children.

Scientists studied a remote' village
in Canada that didn't have television
until 1973. They measured the rates of
physical aggression among forty-five
first- and second-grade boys and girls
before television came to the village.
Then they measured the rates two years
Dayton Daily News

later. After two years of television, the
rate increased by 160 percent.

Other researchers studied third-,
fourth-, and fifth-grade boys in two
other communities in Canada. One got
television in 1973, and the other in
1977. The aggressiveness of boys in the
first community increased immediately
after television came to the community,
and in the second it increased four
years after television came.

The nation of South Africa had
no television until 1975. Brandon
Centerwall, a professor at the Univer-
sity of Washington, studied violence in
that country, the United States, and
Canada. From 1945 to 1974 the murder
rate among white people in the United
States increased 93 percent and in
Canada 92 percent. In South Africa, it
decreased 7 percent. •

Kids Criticize TV

Youngsters think television is a bad
teacher when it comes to morality

and ethics, according to a survey
released Monday. The nationwide sur-
vey asked youths aged ten to sixteen
to describe how television shapes
their values.

About two-thirds agreed that
children their age are influenced
by things they see on TV. Eighty-two
percent thought TV entertainment
shows should help teach right
from wrong.

Older children said television
encourages them to experiment with
sex too soon and to disrespect their
parents. "I think it pressures people my
age," said a fourteen-year-old girl.

"When they see it on TV, they want to
do it too."

Seventy-six percent said television
shows sex before marriage too often.
Sixty-two percent said sex on TV and
in movies influences kids in their age
group to have sexual relations when
they are too young.

Two-thirds said that programs with
hostile2 families, such as The Simpsons
and Married . . .With Children, encour-
age young viewers to disrespect then-
parents.

Some television officials said
teaching values is the job of parents.
"Television is entertainment," said
Leslie Ray, executive producer of
Fresh Prince of Bel-Air. "It's not our
responsibility to police what children
watch. Our job is to entertain." •
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'remote: far away; 2 hostile: unfriendly
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Does TV Improve the
Quality of Life?

Interviews with Americans

Harry Wang, grocery store manager:
With proper programming, TV can

be good. Educational channels are
excellent. You can leam about foreign
cultures, wild animals, and all sorts of
things from the comfort of your living
room. Children's educational shows
such as Sesame Street are good, too.
My daughter learned her ABC's from
watching Big Bird and his friends.
Jessica Wang, housewife:

No! Television is destroying family
life. Now families just sit like robots in
front of the boob tube3 instead of talking
or playing games together. Some fami-
lies even eat dinner in front of the TV
screen. There's little communication
between parents and their children or
even between husband and wife except
maybe an argument about whether to
watch Monday Night Football or EJt.
Angela Russell, nurse:

TV is a great source of entertain-
ment and companionship for old

people. My eighty-six-year-old moth-
er is in a wheelchair and has nothing
to do all day. She loves watching the
soap operas in the morning and the
game shows in the afternoon. Without
them, she would really be bored.
I think these programs keep her
mind active.
Jacques Camembert, recent immigrant:

Television is helping me and my
family leam English more quickly.
When we first came to the United
States, we could not understand any-
thing. We stayed in our apartment and
watched television all day. At first, we
watched children's shows, which were
easier to understand. Now we can
understand a lot more. We are learning
the way Americans really talk, not
"textbook" English.
George Russell, engineer:

You bet! My kids have learned so
much from watching educational pro-
grams such as Wild Animal Kingdom
and the National Geographic specials.
My son became interested in science
from watching Star Trek, and my
daughter wants to become a veterinar-
ian because of All Creatures Great
and Small.

3 boob tube: television set (slang)








































































































































































